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CONTACTS
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Getting Support for Enterprise Reporting

Technical Support

If you experience atechnical problem while using Enterprise Reporting, contact the Enterprise Reporting Help
Desk for assistance. Contact information for the Enterprise Reporting Help Desk islisted in the next section.

Technical Support Guidelines for Agency Customers

If you experience a problem while attempting to access Enterprise Reporting or using the application:

1. Writedown or take a screen print of the error message, if any, and make note of the circumstances that
resulted in the problem.

2. Contact support staff on the Enterprise Reporting Help Desk at the Office of Financial Management
(OFM) via phone, or send an e-mail message describing the circumstances (with the screen print
attached). Contact information is listed in the next section.

We value your feedback while using Enterprise Reporting. If you have any suggestions, change requests or
enhancement requests that you would like to see implemented in Enterprise Reporting, please call or e-mail
your ideas to support staff on the Enterprise Reporting Help Desk.

Tip: To capture an error message from your Web browser, you may need to do a screen print by pressing the
“Print Scrn/SysRg” button on the upper-right side of your keyboard (at which time the screen image is sent to
the operating system Clipboard), and then paste the screen image into a new document in Microsoft Paint®.
Save the file and then send it to support staff electronically as an attachment.
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Contact Information for the Enterprise Reporting Help Desks

Office of Financial Management Enterprise Reporting Help Desk
Phones: (360) 664-7791 (OFM) Help Desk

(360) 664-5531 (DSHS) Help Desk

(360) 438-3274 or 1 (877) 397-1212 (ESD) Help Desk
Hours of Operation: 8:00 a.m. to 5:00 p.m. Monday through Friday

OFM Product Managers: Jane Chapman, OFM
(360) 664-7717
Jane.Chapman@of m.wa.gov

Larry Johnson, OFM
(360) 664-7778
L arry.Johnson@of m.wa.gov

Muoi Nguy, OFM
(360) 664-7699
M uoi.Nguy@ofm.wa.gov

Cynthia Roach, OFM
(360) 664-7692
Cynthia.Roach@of m.wa.gov

Enterprise Reporting System Hours of Operation

Reports are processed daily at any time except between 8:00 p.m. and 1:00 a.m. Monday through Friday,
which isreserved for database updates. Enterprise Reporting is available al day on Saturday and Sunday. The
system is unavailable during times of regularly scheduled system maintenance (normally, the last Thursday of
each month). We encourage you to check the Enterprise Reporting web site or Help Desk support staff for
system availability.

Any reports that are still processing after 8:00 p.m. will be stopped, resulting in a*“Failed” status. Users will
have to reschedul e these reports the next day after 1:00 am. Any reports that are scheduled to process between
8:00 p.m. and 1:00 am. Monday through Friday will remain in the “ Scheduled” status and start processing after
1:00 am.
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Purpose

Enterprise Reporting is designed to improve access and distribution of reporting information to better support
financial analysis. This powerful tool is designed to make producing high quality reports as ssimple and flexible
as possible. Enterprise Reporting is areport scheduling and viewing application over the Washington State
Intranet or Internet. The application uses Crystal Enterprise reporting software and a Microsoft SQL Server
database. Currently, this application deploys various Financial Reports that allow customers to access the
Agency Financial Reporting System (AFRS) information. There will be other types of reports deployed using
the Enterprise Reporting common interface as they become available.

Currently, the database for the Financial Reportsin Enterprise Reporting database is updated daily with
financial details from AFRS. The Financial Reports have filters for selecting the account coding level and
values. Report formats are easy to read and contain data for downloading to spreadsheets. This guide documents
procedures for using Enterprise Reporting and gives customers information and instructions for navigating in
the application and carrying out basic reporting tasks.

System Requirements for Using Enterprise Reporting

Following isalist of minimum hardware and software requirements for using the Enterprise Reporting web-
based reporting application:

| BM-compatible workstation

Pentium 3, 700Mhz or faster

At least 512MB of RAM memory (recommended for best performance)
Microsoft Windows 2000 SP4, NT SP6a, and XP

Microsoft Internet Explorer 5.x or higher

Microsoft Office 2000, 2003, & XP

AdobeAcrobat 5.0 & 6.0

0 Accessto the Washington State intranet

Enterprise Reporting can also be accessed outside of the Washington State intranet using an aternate web
address via a secured Fortress server at the Department of Information Systems (DI S).

[ I [y S
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Recommended Web Browser Configuration

Microsoft Internet Explorer must have the appropriate security settings configured for Enterprise Reporting to
function properly. The recommended configuration settings are:

Internet Explorer 5.x and 6.x

Security may need to be set to Medium or lower to use this application. Please consult with your agency
Information Support Staff for security setting.




LOGON PROCEDURE

User’s Guide

The Enterprise Reporting Logon Screen

The Enterprise Reporting Logon Screen is a hub of information where you can gain access to a wealth of
documentation about the Enterprise Reporting system. Links to What's New, User’s Guide, References, Contact
Support, New User, and Privacy Notice can be found in the upper-right and |eft corners. These links can be
accessed even if you do not have system access.

2} Enterprise Reporting - Logon - Microsoft Internet Explorer = |
Eile Edit ‘ew Favorites Tools Help ﬁ
d=Dack - = - G &4 | @search [iiFavorites @ivedia 3 | By S =1
Address I@ hktp: ffreporting .ofm.wa. govilogonfarm. cspraction=logoff LI PG ‘ Links **

- . - p Bl
Welcome to Washington State's f/grgrise Reporting

What's New? Help Desk: (360) 664-7791 Contact Support

User's Guide MNew User

References Privacy Notice
User Name: IschedlDS
Password: I ********

Authentication: IEnterprise d

supported by the Office of Financal Managernent, Accounting Division, Ststewide Financal Systarns
|&] [ [ & inkernet

How do I log on to Enterprise Reporting?

Enterprise Reporting customers must have online access either through the Washington State I ntranet, or
through a secure Fortress server to use Enterprise Reporting from outside of the state firewall.

Complete the following steps to log on:
1. Start Internet Explorer.

2. Type http://reporting.of m.wa.gov or https.//fortress.wa.gov/of m/reporting/ in the Address field and
click Go, or press[Enter].
The Enterprise Reporting logon screen is displayed.

3. Typeyour User Name assigned by the Office of Financial Management (OFM) in the User Namefield,
and then press [Tab] to move your cursor to the next field.

4. Typeyour Password in the * Password field.
*Please note that passwords are case sensitive.

5. TheAuthentication field will default to the appropriate value at logon time. You will not need to make
any changesto thisfield.

6. Click the Log On button or press [Enter] to initiate a connection to Enterprise Reporting.

e 5 e
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Your browser may prompt you with a Security S ecuily Aled

Alert dialog box about the security of B

information being sent across the Internet after ﬁ “iew ara sbout to send information to the Intemet 2one.
s . . k It migh! be possibls far olkhes people Lo see what o ane

you initiate a connection to Enterprise sanding, D pou want be conlinue?

Reporting. Suppress future messages each time

you log on to Enterprise Reporting by selecting ™ |nthe fubue do rot shos the wearning for this zone.
the check box “In the future do not show the
warning for this zone”, and then click Yesto
apply the change. Your browser may also
prompt you with an Auto Complete dialog box. The Auto Compl ete feature of your browser saves previous
entries you have made for Web addresses, forms, and passwords. It is beyond the scope of this manual to
discuss the use of Auto Complete. Click No to move on.

Note: The Security Alert dialog box only appears when logging in via Fortress.
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The Enterprise Reporting Main Screen

Home Screen
After logging on, the screen below will display.

3 Enterprise Reporting - Microsoft Internet Explorer _ I Dlll

File Edit YWiew Favorites Tools Help ﬁ
P Back - = - @ ﬁ| @Search [l Favorites @Media @ | %v = M=)

Address I@ http:/ freporting . ofrn.wa. govfavailable. csp?pageview=personal j ﬁGo | Links **

= Organize | & Preferences | & Logoff | 2 Help ;I

Account: sched105

Folders

(I3 Financial Reports

aE

|@ Done l_ l_ l_ |° Internet

Folder Structure

Asillustrated above, you will see a“Financial Reports’ folder. From this folder you can access all the current
Enterprise Reporting reports available in the application. As reports from other applications are added in the
future, separate folders will be set up (e.g., TALS, BASS, TVS). You will see these foldersif you have security
access to these systems.

NOTE: A new window opens up every time you navigate to a different function in the application. Depending
on your screen display settings, the new window may display off center, smaller than the previous window.
Each time you will have to double click on the blue bar at the top of the newly opened window or maximize the
screen.

e/ o
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Preferences Menu

You can modify your own CE10 preferences, to control object views and report preferences. They are
comprised of General Preferences and Crystal Report preferences.

General Preferences

To select General Preferences, click on Preferencesin the upper right-hand corner of the screen.

; Enterprise Reporting - Microsoft Internet Explorer = 1[

Eile Edit “iew Favorites Tools Help ﬁ
GBatk + =& - (@D [F] 4| Dseach FFavorces Gveda (4 | By S =1 5 \
—=| oo [unks

Address I@ hittp:/freparting.ofm.wa.gowjavailable csprpageview=personal
| = Organizew Logaff |-

? Help

4 Home Account: sched105
L3 Favorites

Folders Sort By: |Title -

[ Financial Reparts

£3] [ [ |4 mternet

The General Preferences screen appears.
sl

Ele Edt View Favorites Tooks  Help ‘

GmBack - = - (D 4 | Gysearch GaFavortes @media (8 | By S =

Address [&] heep: [freporting. ofm.wa.govfsettings. csprhase=avalable. cspo%3Fpageview 3Dpersanal%26 U ID%3D0%260type s D%26s0rthy%3DSI_NAMES:2CSI_ID%26du 7] ¢V G0 ‘ Links >

fo2 Change Password | 2 apply | 4= Back | 2 Help —

Account: sched 105
General Preferences | Crystal Report Preferences

Initial view ... & Home

' Favorites

" Other: |Financial Reports =

Top-level folder bar .. & hide.
© show.
On my deskkop, show me .. Thumbnail view. Set the number of objects (max.) per page: [3 T

' List view. Set the number of ohjects (max.) per page: |30 T
@ action view. Setthe number of objects (max.) per page: [39

For each object, show me .. & 4are

¥ thumbnail (f applicable).

¥ instance count.

My current time-zone is ... [Local to web server =l

Aoply | Back

B

[ |4 mtemet

e 8 e
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TheInitial View option alows you to select the folder you wish to view when you first log on. The default
selection isHome.

Choose Favoritesif you want to view your Favorites folder when you begin your session. Steps to create your
Favorites folder are described |ater in the Organize Folders section on page 15.

Choose Other and select the appropriate folder from the drop down list if you wish to see another folder when
you first log on.

Top Level Folder Bar determinesif the main folders are displayed in the upper half of the screen. Select Show
to display them or select Hide to suppress them.

The On my desktop, show me option provides three choices for setting up how to view report objectsin the
report folder category:

Thumbnail View

List View

Action View (We recommend using this selection for maximum usability.)

For each option, you can choose the maximum number of objects to view per page. For the Thumbnail and

List views, select the number of objects to be displayed from the drop-down list. For the Action View, enter a
number between 1 and 100 in the field provided.

Following are illustrations on how the screen displays for each View option described above.
SEIE

Fils Edt View Favortes Tooks Help |

wBack & - (@D [ A | Qsearch [alFavortes Dreda H | BN~ S =1

Address [&] hitp: freporting.ofim wa. gov/settings. csp? ble.csp™% 3FpageView3Dpersanale26cun D% 300%26otype 3D Hh26sartby 3DSI_MAME#%2CS_IDw2edu x| (P60 ‘unks ”‘

‘m Change Password | 23 Apply | <= Back | 2 Help =]

Account: sched105
General Preferences | Crystal Report Preferences

Initial view .. = Home
© Favorites
© ather; |Financial Reports .
Top-level folder bar ... @ hide.
© show,
On my desktop, show me ... Thumbnail view. Setthe number of objects (max.) per page: [9 =

© List view. Set the number of objects (max.) per page: |30 T
@ Action view, Setthe number of objects (max.) per page: |39

For each object, show me ... ¥ date

¥ thumbnail (if applicable).

¥ instance count.

My current time-zone is ... ILDEa\ to web server LI

Apply | Back

%]

[T [ [ meernet

eO e
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The Thumbnail View displays report objects on the desktop as follows:

nterprise Reporting - Microsoft Internet Ex

File Edt Wiew Favorites Took  Help |
“Back ~ = - Q) @} | @usearch EFavorites EiMedia ¢4 | BN S =1 5]
address [@] hep:ifreporting.ofmwa.govievailable csp | @eo |unks |
@ Home Account: sched105
(3] Favorites
O Financial Reports » (1 Expenditure Activity
Financial Reports
Folders Sort By: |Title -
Mo folders Expenditure Activity By Fund Expenditure Activity By Expenditure Activity By
and Appropristion Organization Index and Sub- Program and Object
Instances: 0 Object Instances: 0
Instances: 0
Expenditure Activity By Program Expenditure Activity By Program Expenditure Activity By
and Sub-Object Index and Ohject Program Indesx and Sub-
Instances: O Instances: O Obiject
Instances: 0
Expenditure Activity By Expenditure Activity By Project Expenditure Activity By
Program/Sub-Object/Vendor £nd Sub Project vendor
Instances: 0 Instances: 0 11/1/2004 9:54:24 &AM
Instances: 1
&1 & Internet

Hereis how the List View displays report objects:

Enterprise Reporting - Microsoft Internet Explorer

Fle Edt Wew Favortes Iools Help

dBack - = - (D [ 3 | Boearch GilFavorites Medin H | By Sl

Account: sched105

i [3 Favorites
(3 Financial Reports = (3 Expenditure Activity

Financial Reparts

Folders Sort By: |Title

Mo folders

Expenditure Activity By Fund And Appropriation
Expenditure Activity By Organization Index and Sub-Ohject
Ezpenditure Activity By Program and Object

Expenditure Activity By Program and Sub-Ohject
Expenditure Activity By Program Index and Object
Expenditure Activity By Program Index and Sub-Object
Expenditure Activity By Program/Sub-Object/vendor
Ezpenditure Activity By Project And Sub Project
Ezpenditure Activity By Vendor

@] Done [ 4 intermet

e10
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The Action View displays report objects asillustrated below.
151

Fle Edt View Favortes Toos Help [« |
deack + = - () (2] | Dmearch GalFavorites PMeda (3| By S =1 2

Address [@] hitp. freporting.ofm.wa.govfavailable.csp?pageView=personalicurD=423fotype={sartby=51_NAME, 51_IDEdummy=1101688541764 =] pen ‘ Links >
[

= Crganize | § Preferences | & Logoff | 2 Help <]

& Home Account: sched1D5
(3] Favorites

' (I3 Financial Reports = ] Expenditure Activity

Financial Reports

Folders Sert By: |Title =l
No folders Expenditure Activity By Fund And Appropriation

Schedule | Schedule with Selection Yalues | History
Instances: 0

Expenditure Activity By Organization Index and Sub-Object
Schedule | Schedule with Selection Values | History
Instances: 0

Expenditure Activity By Program and Object
Schedule | Schedule with Selection Values | History
Instances: 0

Expenditure Activity By Program and Sub-Object
Schedule | Schedule with Selection Values | History
Instances: 0

Expenditure Activity By Program Index and Object
Schedule | Schedule with Selection Values | Histary
Instances: 0

Expenditure Activity By Program Index and Sub-Object
Schedule | Schedule with Selection values | Histary
Instances: 0

Expenditure Activity By Program/Sub-Object/¥endor
Schedule | Schedule with Selection values | History
Instances: 0

Expenditure Activity By Proiect And Sub Proiect =

] T meme

User’s Guide

We recommend using this view because it readily provides menu options available for each report object. For

the other views, you must click on the thumbnail or object title to see the menu options.

The next option available in General Preferences provides choices for displaying summary information for

each object: date, thumbnail (if applicable), and instance count.
Date of the latest report instance. This appliesto Thumbnail and Action Views.

Thumbnail: if selected, athumbnail icon appears by each report object in the Thumbnail View.

I nstance count provides total number of instances for all users for the report object. This applies only to

Thumbnail and Action Views.

e11
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3 Desktop Preferences - Enterprise Reporting - Microsoft Internet Explorer =S|

File Edit Wiew Favorites Tools  Help ﬁ
GBack + = - (D at | Qsearch  [GFavorites fMedia ¢4 | - Sl

Address I@ http:,l’,l’reporting.ofm.wa.gov,l’settings.csp?base=available.csp°.-"o3FpageView%3Dpersonal°.-"026currID°.-"03D41?%260type%3D%Zﬁsortby%3DSI_NAME°.-"02CSI_ID°.-"026cj @GD | Links **

= Change Password | (53 Apply | Back | ? Help ;I

Account: sched105

General Preferences | Crystal Report Preferences

Initial view ... & Home

' Favarites

 Other: |Financia| Reports 7]

Top-level falder bar ... ' hide,
& show,
On my desktop, show me ... € Thumbnail view. Setthe number of objects {max.) per page: Ig 'l

" List view. Set the number of objects (max.) per page: IED 'l
@ action view, Set the number of objects (max.) per page: |39

For each object, show me .. & jate.

¥ thumbnail (if applicable),

¥ instance cou

\
< My current time-zone is ... |Local to web server j
Back

Y a—

5 \

The last option availablein thisareais “My current time zoneis’. Leave the sélection at the default value of
Local to web server.
After you have finished making your selections, be sure to click on Apply, located in either the upper right-
hand corner or lower right-hand corner of the screen. The screen will close and you will be returned to the
Home Screen.

NOTE: The Back option returns you to the previous screen, without updating the selections made.

e]2
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Crystal Report Preferences

The selectionsin this feature allow you to determine how to view, display and print report instances. Click on
Preferencesin the Home Screen, and then select Crystal Report Preferences. The screen below will display:

J Desktop Preferences - Enterprise Repotting - Microsoft Internet Explorer |2 x|
File Edit View Favorites Tools  Help ﬁ

dmback ~ = - (D #t ‘ Qisearch  [GiFavorites (fMedia €4 | B-S e H

Address |@] hitp:/freporting.ofm.wa. govjiptsattings. csprhase=avalable. csp3Fpageview3DsubscHption 26U ID% D2240% 260ty pess D% 26s0rt by 3DST_NAME%2C51_L¥ | @ Go |Lir|ks >

&= Change Password | Z) Apply | 4= Back | ? Help —

Account: sched105
General Preferences | Crystal Report Preferences

Display my reports ... #* in a single browser window, one report at a time.

' in multiple browser windows, one window for each report,

Wiew my reports using the .. © Activex viewer.
& DHTML viewer.
© Advanced DHTML viewer,

© Java viewer,

Eh'_éTML vigwsr printing uses " acrobat Reader printing control

@ gctiveX printing contral (One click printing)

Preferred measuring units for

report page layout is ... ®inches

© millimeters

|
&l bore e T

The Display my reports option alows you to choose how to display report instances in the viewer.

Selecting in a single browser window will display one report at atime. If you are viewing areport and select
another from the history page, the second report will be displayed in the same browser window.

Selecting in multiple browser windows will display each report in its own separate browser window, providing
the ability to view multiple reports at the same time.

From the View my reports using the menu option, you can select the viewer type for viewing reports. We
recommend keeping the default selection of DHTML viewer, since it does not require downloading a
component file to the user’s workstation, and we will provide product support for this. You may choose to use
any of the other viewers listed, but we will not provide support for them.

The DHTML viewer printing uses menu option provides two choices for printing reports:

If you select Adobe Acrobat printing control, reports will print from Adobe Acrobat. Reports on legal size
paper will print on letter size paper.

If you select ActiveX printing control, reports will print directly from the viewer on the default paper size
specified for the report.

Leave the Preferred measuring unitsfor report page layout is selection at inches.

e]13 e
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Change Password

In the upper right corner of the Prefer ences screen is an option to change your password. This function has
been turned off at thistime.

‘J Desktop Preferences - Enterprise Reporting - Microsoft Internet Explorer =151 x|

Elle Edit View Favortes Tools Help

Back + = - 7t | Chsearch [GFavories  {Media @l =0 E|

Address I@ http:fireporting, ofm.wa.govisettings csp?base=available, csp¥ 3Fpageview e 30per sonal% 26curtID % 304 249 260ty pe Y 3002 E, nrtbz%3DSIiNAME%2CSIiIEj WGD | Links **

= Change Password |) 53 Apply | 4= Back | 2 Help ;I

Account: sched300

General Preferences | Crystal Report Preferences

Initial view ... 1 Home

 Favorites

" Other: |Financial Reports 'I

Top-level folder bar ... @ hide.
€ show,

On my desktop, show me ... € Thumbnail view. Set the number of objects (max.) per page: |9 *
 List view. Setthe number of objects (max.) per page: |30 %
@ action view. Set the number of objects {max.) per page: |39

For each object, show me .. B gape.

¥ thumbnail {if applicable),

I instance count,

My current time-zone is ... |ana| to weh server =l

Apply | Back

] Done [ [ ntemet

e14
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Organize Folders

Setting up Shortcuts

The Organize Folder s feature provides the ability to set up a Favorites folder, where you can place short cuts
to report objects, and view and schedule reports. You can put frequently used reports here, for easier access.
Here are the steps to do this.

From the Home Screen, click on Organize in the upper right corner.

Z Enterprise Reporting - Microsoft Internet Explorer =&l =]
File Edit Wew Favorites Tools Help ﬁ
¢aBack ~ = - (D “at | Qysearch (Gl Favorites Eimedia £4 ‘ B- S =5

Address I@ http:/freparting. ofm.wa.gov/available. csp » j @Gn | Links **

W Preferences | & Logoff | 2 Help ;I

&} Home Account: sched300

--[3) Favorites

Folders Sort By: |Title =

[Z3 Financial Reports

&1 [T |4 et

The Organize Folder s window will appear. Highlight Financial Reportsand click on Expand.

; Enterprise Reporting - Organize Favorites - Microsoft Internet Explorer = Ellﬂ
Organize Folders
X. Close | ? Help
Contents: Organize these folders and items.
|Hume LI IfFl
Move To...
|@ JAFinancial Repaorts & Internet A

e]15 .
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The report category folders will display.

a Enterprise Reporting - Organize Favorites - Microsoft Internet Explorer - |I:I|5|
Organize Folders
¥ Close | 2 Help
Contents: Organize these folders and items.
|- Financial Reports =l ﬁl
AdAccount Codes -
Adllotment Expenditure Flexible
Adllotment Expenditure Monthly /BTD
Adllotment Expenditure Status :l
ACAFR
A Cost Allocation Operational I:I
ADownloads fExtracts
AEncumbrances |:|
AEspenditure Activity
AExpenditure Flexible _— I:I
AFinancial Toolbox Downloads
AGeneral Ledgers ;l |:|
& - [ [ ntermet i

Select the folder containing the report object for which you want ato create shortcut. In the example below, the
Allotment Expenditure Status folder is selected. Click on Expand.

a Enterprise Reporting - Organize Favorites - Microsoft Internet Explorer — ||:||5|
Fs

Organize Folders
¥ Close | 2 Help

Contents: Organize these folders and items.

|- Financial Reports x| ﬁl

AAccount Codes

Adllotment Expenditure Flexible

AAllotment Expenditure Monthly /BTD
1l 3 il

Copy To..

\CAFR
A Cost Allocation Operational
ADownloads fExtracts

Move To...

AEncumbrances |:|
AEspenditure Activity
AExpenditure Flexible _—
AFinancial Toolbox Downloads
AGeneral Ledgers ;l
|@ JSallatment Expenditure Status ’_I_I_ |@ Inkernet ,‘.é
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The report objects in the selected folder will display.
; Enterprise Reporting - Organize Favorites - Microsoft Internet Explorer - |EI|5|

Organize Folders
¥ Close | ? Help

Contents: Organize these folders and items,

[-- Allotment Expenditure Status =l ﬁl

Allotment Expenditure Status by Agency/Program Index
Allotment Expenditure Status by Fund

Allotment Expenditure Status by Organization Index/fProgr: |:|
Allotment Expenditure Status by Program

Allotment Expenditure Status by Program Index
Allotment Expenditure Status by Project |:|
Allotment Expenditure Status by Sub Program |:|

| Rename... |
 Delete |

| K

& ’_ l_ l_ @ Internet

Highlight the report for which you want to create a shortcut and click on Shortcut.

3 Enterprise Reporting - Drganize Favorites - Microsoft Internet Explorer o |EI|£|
Organize Folders
¥, Close | 2 Help

Contents: Organize these folders and items.,
|-- Allotment Expenditure Status =l | |‘_°F|
Allotment Expenditure Status by Agency/Program Index
Allotment Expenditure Status by Fund
Allotment Expenditure Status by Organization Index/fProgr:
Allotment Expenditure Status by Sub Program Shortcut

|@ Allotment Expenditure Status by Program Index ’_ l_ l_ |ﬂ Internet 4
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TheLink To screen illustrated below will display.

Link To - Enterprise Reporting - Microsoft Internet Explorer

=13l x|

the action to all listed items to the selected folder, the listed items.

=

¥, Cancel | ? Help

Selected Items: Click the button below to apply Folders: Select the folder where you want to place

Allotment Expenditure Status by Program Index IHDmE

1 B e

A\ Financial Reports

[ Expand |

|&] Dore ’_ I_ I_ | Irterrer

| K

In the drop-down box underneath Folder s, select Favorites. Then click on Link To.

3 Link To - Enterprise Reporting - Microsoft Internet Explorer

=10/ |

the action to all listed items to the selected folder, fhe listed items.,

Selected Items: Click the button below to apply Fptders: Select the folder where you want to place

=

¥, Cancel | ? Help

Allotment Expenditure Status by Program e |Favorites

Home

dian [Expana |

|@ Done ’_ l_ l_ |ﬂ Inkernet

=~ &

| KN
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Thelink is created, and the screen returns to the report folder where you started. Select Close to close the

Organize Folders window.

; Enterprise Reporting - Organize Favorites - Microsoft Internet Explorer — |D|l|
Y

Organize Folders
? Help

Contents: Organize these folders and items.
|-- Allotment Expenditure Status ;l gl

Allotment Expenditure Status by Agency/Program Index

Allotment Expenditure Status by Fund

Allotment Expenditure Status by Organization Index/Progr: |:|
Allotment Expenditure Status by Program

Allotment Expenditure Status by Program Index
Allotment Expenditure Status by Project I:I
Allotment Expenditure Status by Sub Program I:I

| Rename...|
| Delete |

-

|&] l_ l_ l_ |4 Internet

L

Return to the Home Screen and click on Favorites. You will now see the shortcut to the report.

3 Enterprise Reporting - Microsoft Internet Explorer =] x|
Eile Edit ‘ew Favorites Tools Help ﬁ
GBack - = - (D Zat | Qi search [EFavorites fMedia (4 | B-SEE
Address I@ http:freporting, of m, wa,govjavailable.csp ﬂ e | Links ¥

= ©Organize | & Prefersnces | & Logoff | ? Hslp ;I
search: | RS
Account: sched300

Folders Sort By: [ Title =]
Mo folders Shortcut to Allotment Expenditure Status by Program Index

Schedule | Schedule with Selection Walues | History

Instances: 0

|@ ,7’7,7 & Internet
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Renaming Shortcuts

You can rename the shortcut to a more meaningful title, if you wish. Follow the steps below to rename the
shortcut.

Click on Organize from the Home Screen.

-+ QRN AEPY B ST [% - ° = |

) @2 Prefersnces | & Logaff| % Help *

& Home Account: sched105
(3 Favorites

Folders

Mo folders Shortcut to Allotment Expenditure Status by Agency/Program Index

Schedule | Schedule with Selection Values | History

The Organize Folders window will display. Select Favorites from the drop-down box. The report shortcut
should appear. Click on Rename.

3 Enterprise Reporting - Organize Favorites - Microsoft Internet Explorer = |EI|£|
Organize Folders
¥ Close | ® Help
Contents: Organize these folders axd items.
| Favorites
Move To
Shortcut...
(roname=]
|@ Shartcut ko Allatment Expenditure Status by Program Indesx I_ I_ I_ |ﬂ Internet £
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The Rename window illustrated below will display. Enter anamein the To: field, then click on Rename.

; Rename - Enterprise Reporting - Microsoft Internet Explorer

=10l x|
Rename
¥ Capfel | 2 Help

Rename from: |[Shortcut to allotment Expendit

Tao: My Budget Report] < Rename )

|@ Done

[~
l_ l_ l_ |‘ Internet v

The screen will return to the Organize Folders window, and the newly named report will display. Click on Close
to return to the Home Screen.

a Enterprise Reporting - Orgaiiize Favorites - Microsoft Internet Explorer = |EI|5|
Organize Folders
2 Help
Contents: Organize these folders and items.
|Favorites =1 ﬁl
My Budget Report
&1 ’_ I_ I_ | Internet 4

Repeat steps above to put additional report shortcuts in your Favorites folder. You can schedule and view
reports using the shortcuts.

e2] o



Faterprise Reporting

State of Washington — Office of Financial Management

Creating Sub Folders

You may also create sub folders under the Favorites folder to store the various report shortcuts. To create a sub
folder under the Favorites folder, click on the icon to create a new folder.

] Enterprise Reporting - Organize Favorites - Microsoft Internet Explorer ; 8 =] E |
] =)
Organize Folders =
Contents: Organize thase folders and itams.
[Favorites =] E‘I ﬁI
[ Empty ] Craate a rew fodes,
[ Copy To... |
| Renarme... |
- =
& [ [ e Tnkeme y

The following screen will appear. Enter the New Folder Name and click Add.

/2 New Foldet - Enterprise Reporting - Microsoft Internet Explorer o |:||£|
=
AddNewFolder = VAR
rew Folder Mame: [Budged Add
— =l
&1 Done L e rkeme 4
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The newly created sub folder will appear under the Favorites folder. Close the Organize screen.
“ZJ Enterprise Reporting - Organize Favorites - Microsoft Internet Explorer o

=[O =|
: =
Gragenize Eolders iy N e
Contents: Organize these folders and inems.
| Favorites = E ﬂ
ABudget |_|
[ Copy To...|
[ e To...|
| Shorteut...|
| Raname... |
[ Delete |
& | | |4 Internet s

The Home screen will appear. Click Refresh.

- Enterprise Reporting - Microsoft Internet Explorer

Fie Edb Vew Fageqies Took  Help
wpack - = - QY [1]) AT Gareores Greds (3] 5 Sb =A [=
ndress [ o rep N g araviavalable. = oo [unks 7|
e = Organize | 2 Freferences | A Logoff | 2 Help —
ome Account: sched105
L. Favorites
Folders
Mo folders My Budget Report
Schedule | Schedule with Selection Values | Histary
1/21/2005 3:07:35 PM - Instances: 99
|
&1 0one [T [@ meemet Y
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The dialog box illustrated below will appear. Click on Retry.

Microsoft Internet Explorer

The new folder will appear as shown below.

; Enterprise Repotting - Microsoft Internet Explorer

File Edit Wiew Faworites Tools  Help |

= Back » = - @ ‘ﬁ- | aﬁearch [Z] Favorites @Media @ | %v = =
Address IE http:Hrepnr@f;:szbr.‘wa.gn\-',l'a\-'ailable.csp j @Go | Links

= Organize | 8 Preferences Iﬂ
@ Logoff | % Help

Account: sched105

Folders

3 Budget My Budget Report
Schedule | Schedule with Selection Values | History
1/21/2005 2:07:35 PM - Instances: 99

a B

& ’_ I_ ’_ |4 Internet
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Folder Structure

Folders are structured differently in the CE10 environment. The functional report category folders are shown in
the top half of the Home Screen. Currently, only the Financial Reports are in the CE10 reporting environment.
As other applications migrate to CE10, additional folders and reports will be created. So, depending on your
security access, you may see folders for Budget, Allotment, or Travel, for example.

When you select the Financial Reports folder in the top half of the Home Screen, the report category folders
will appear in the bottom half of the screen. Note that there is only folder for each report category, instead of
one folder for each biennium as in the previous environment. You can specify the biennium by selecting it from
the Parameter Screen, explained later on page 29.

3 Enterprise Reporting - Microsoft Internet Explorer _ Iﬂlﬂ

File Edit Wew Favorites Tools Help ﬁ
GBack + = - () fat | Qhsearch [GFavorites GMedia £4 | - S e

Address I@ http: ffreporting. ofm.wa, gov/available. csp

| @eo |Links =

= Organize | § Preferences | M Logoff | 2 Help ;I

£ Home Account: sched300
Favorites

..... (11 Financial Reports

Folders Sort By: [Title x|
(3 Account Codes No ﬁects
23 allotment Expenditure

Flexible

23 sllatment Expenditure
Monthly/BTD

23 sllatment Expenditure
Status

(3 CaFR

3 Cost sllocation
Operational

aciees | - «———Report Category Folders
(23 Expenditure Activity
[Z3 Expenditure Flexible

[ZJ Financial Toolbox
Downloads

£ General Ledgers
(21 Project-to-Date
3 Revenue

(5] l_ ’_ l_ | tnternet

e 25



Enterprise Reporting

State of Washington — Office of Financial Management

Searching for Objects

You now have the ability to search report objects to find those that meet certain criteria. A search includes all
objectsin the Financial Reports folders and in your Favorites folder. For example, you may want to find all
report objects that have the words “Program Index” in the title. To perform a search, follow the steps below.

Enter asearch string in the Search field. Select the field want to search by from the drop down box. Then select
Go.

] Enterprise Reporting - Microsoft Internet Explorer o =] 59
Fle Edit Wew Favortes Toolks Help ﬁ
Back - = - (D 3 | Qisearch [GilFavortes Hvedia o# | Bh- S =

Address [&] http:ireporting.ofm.wa.qoviavalable.csp =l @ |unks >

= Organize | @ Prefersnces | & Logoff | 2 Help B

Account: sched105

Folders

[0 Account Codes Mo objects

3 allotment Expenditure
Flexible

3 allotment Expenditure
Monthly/BTD

3 Allotment Expenditure
Status

C3 CAFR

(3 Downloads/Extracts
€3 Encumbrances

3 Expenditure Activity
3 Expenditure Flexible
[£3 General Ledgers

3 Profit & Loss

3 Project-to-Date

3 revenue

& [ | [ meermet

Sl

The search results will be displayed, asillustrated bel ow.

gT=TES
Fle Edt view Favorites Toos Help |
<=Back ~ = - 7 | Disearch [GdFavorites GMeda ¢ | By S =1 5]
Address [@] httpi/jreporting.ofm wa.gov/avallable.csp ~| e | Links >
£ = Organize | § Preferences | 0 Logoff | 2 Help =]
Program Index
@ Home Account: sched105
L.[3 Favorites
L.Search Results: title = Program Index’
Folders
Mo folders allotment Expenditure BTD by Organization Index/Program Index
Schedule | Schedule with Selection Values | History
Instances: 7
allotment Expenditure Monthly Bien by Program Index
Schedule | Schedule with Selection Values | History
Instances: 4
allotment Expenditure Status by Agency/Program Index
Schedule | Schedule with Selection Values | Histary
Instances: &
allotment Expenditure Status by Organization Index/Program Index
Schedule | Schedule with Selection Values | Histary
Instances: 3
Allotment Expenditure Status by Program Index
Schedule | Schedule with Selection Values | Histary
Instances: 46 =
Expenditure Activity By Program Index and Object
Schedule | Schedule with Selection Walues | Histary
Instances: 11
Expenditure Activity By Program Index and Sub-Object
Schedule | Schedule with Selection Walues | Histary
Instances: 11 [
&1 & Internet 4
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Scheduling Reports

You can schedule areport using a report object in either your Favorites folder or in the Financial Reports folder.
The example below illustrates scheduling a report using a report object in the Allotment Expenditure Status
category folder.

Accessing the Selection Screens

From the Home Screen, click on the Financial Reports folder. The report category folders will appear in the
bottom half of the screen. Then select the category folder that contains the report object that you want to
schedule.

3 Enterprise Reporting - Microsoft Internet Explorer _ |D|1|

File Edit ‘iew Favorites Tools  Help ﬁ
$=Back -~ = - (D 7t | {Qhsearch (G Favorites  GMedia (% | E-S =

Address I@ http:f freporting. ofm.wa,govavaiable.csp

x| e |Links ®

= Organize | 8 Preferences | & Logoff | 2 Help ;I

& Home Account: sched300
\..[3] Favorites

Financial Reports

Folders Sort By: |Title |
(3 Account Codes Mo objects
I3 allotment Expenditure

Flexible

3 allotment Expenditure
Manthly/BTD

23 allotment Expenditure
Status

3 caFR

I3 Cost allocation
Operational

21 Downloads/Extracts
Z3J Encumbrances

(23 Expenditure Activity
[Z3 Expenditure Flexible

(23 Financial Toalbox
Downloads

3 General Ledgers
I3 Project-to-Date
3 Revenue

a

(3] [ | | nermnet
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The report objects in the selected folder will display. In the example below, the Allotment Expenditure Status

folder was selected, so all the report objectsin this folder are displayed.

Note the menu options display underneath each report object, since the Action View option is selected. There

are two methods available for scheduling:
Schedule: displays the parameter selections without pick list values.
Schedule with Selection Values: displays the account code parameter selections with pick list values.

You may use whichever method you prefer. The Schedule option will load the parameter screen more quickly,

since the pick lists are not being loaded. However, if you are unfamiliar with your agency’s account code
structure, you may prefer the Schedule with Selection Values option.
The following example will use the Schedule with Selection Values method.

3 Enterprise Reporting - Microsoft Internet Explorer _ Inlﬂ

File Edit “iew Favorites Tools  Help ﬁ
B R | at | Qhsearch [GFavorites GfMedia &4 | S =

Address I@ http:ffreporting. ofm.wa, govfavalable.csp j @Go | Links **
e
-

search: | NN CENE| K

£} Home Account: sched300
i..[3#] Favorites

= Organize | § Preferences | & Logoff | 2 Help ;I

Folders Sort By: | Title x|

Mo folders Allotment Expenditure Status by Agency/Program Index
Schedule | Schedule with Selection Walues | History

Allotment Expenditure Status by Fund
Schedule | Schedule with Selection Walues | History

Allotment Expenditure Status by Organization Index/Program Index
Schedule | Schedule with Selection Walues | History

Allotment Expenditure Status by Program
Schedule | Schedule with Selection Walues | History

Allotment Expenditure ftatus by Project
Schedule | Schedule with Selection walues | History

Allotment Expenditurg Status by Sub Program
Schedule | Schedule with Selection Walues | History

=l
&0 / T

/

Click on Schedule with Selection Values for the report that you want to schedule. In this example, the
Allotment Expenditure Status by Program Index report was selected.
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Parameter Selections

The Parameters screen, illustrated below, displays. Here you select how the data should be filtered on the report.
The free-form input box displays on the | eft side, and the pick list values display in the drop-down box on the
right. An Add button now appears by each parameter.

NOTE: For information on how to enter values in the free-form input field refer to the section entitled
“Financial Reports - Multiple Value Selection” starting on page 69.

/3 Enterprise Reporting - Schedule - Microsoft Internet Explorer _ &1 x]

Schedule _ B
(@ Schedule | X Cancel | 2 Help

Allotment Expenditure Status by Program Index

Customize your options: [{MEmemlzE=e

Personal Title:

MNew value: | Addl

Current value: No current value has been set.

Show parms on every page:

Mew value: IE[ Add —

Current value: No current value has been set.

Biennium:

Mew value:  [zop5 [Default values: »] add|
Current value: No current value has been set.

Agency:

Mew value: |00 | Default Values: a Addl

Current value: No current value has been set. FreeForm
Fiscal Month: Pick List
Mew value: | -Current |Default values: »| Add

Current value: No current value has been set.

Fund:

Mew value: [+ | Default Values: ~]| add

Current value: No current value has been set.

Appropriation:

Mew value: [+ | Default Values: a ﬂddl

Current value: No current value has been set.

Appropriation Index: LI
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Make your selections using either the free-form area or the pick lists. When you have completed making all
your selections, click on any Add button. The Current Value fields will be updated for each parameter. This
process may take many seconds, especially for agencies with a large volume of account codes, so please be
patient. NOTE: If you need to run areport for a different biennium or agency, change the values for these
parameters first, and then click Add. Thiswill update the account code selection parameters with the
appropriate values for the biennium and/or agency selected.

/3 Enterprise Reporting - Schedule - Microsoft Internet Explorer == x|
Schedule =

@ Scheduls | X Gancel | 2 Help

Allotment Expenditure Status by Program Index

Customize your options: |Parameters ¥

Personal Title:

New value: Sample Report Add

Current value: Sample Report

Show parms on every page:

MNew value: m add |

Current value: No

Biennium:

New valus:  [oop5 [Default values: =] ﬂl
Current alue: 2005

Agency:
New value:  [aon [Default values: | _Add
Current alue: 300

Fiscal Month:

New value:  [“current [Default values: x| Add
Current value: -Current

Fund:

New value: |7 [Default values: =] [add]
Current value: *

Appropriation:
New value: [ [Default values: =] [add]
Current value: *

Appropriation Index: =l
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/J Enterprise Reporting - Schedule - Microsoft Internet Explorer & x|
Schedule Default Values: - =]

@ Schedule | X Cancel | ? Help

Appropriation Index:
Mew value: [« [Default values: =] Add
Current value: *

Appropriation Type:

Mew value: |7 [Defavit valuss: =] |

Current value; *

Program:
Mew value: [ [Default values: = A_‘j‘jl
Current value: *

Sub Program:

Mew value: [ [Default values: =l A_ddl

Current value; *

Activity: e
Mew value: [ [Default values: = ﬂl
Current value: *

Sub Activity:
Mew valug: [ [Default Values: = L“jl
Current value: *

Program Index:
Mew value:  [gaa11 [Cefauitvalues: ~] add
Current value: K4211

Object:
Mewr value: [« [Defauilt values: =] Add
Crrant walia: =

Go to the top of this screen and click on the down arrow in the Customize your optionsfield. Here you will see
additional selections you need to make to complete the scheduli 0CESS.

7} Enterprise Reporting - Schedule - Microsoft Internet Explorer 18] x|

Schedule _ =
& schedule | X Cancel | 2 Help

Current value: Sample Report

Show parms on every page:

Hew value: m Add _

Current walue: No

Biennium:
Mew valuer  [z005 [Default values: =] Add
Current value: 2005

Agency:
New value:  [5ap [Defaul values: =] add]
Current value: 300

Fiscal Month:
Mew valuer [ _Current [Defauit values: x| Add
Current value: -Current

Fund:
Mew value: [ [Default values: =l ﬂl
Current value: *

Appropriation:
Mew valus: |7 [Default values: =] add|
Current value: *

Appropriation Index: x|
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Run Time Parameters

The Schedule selection provides options for setting the Run-Time parameters for the report. The default value
is Now. Click on the drop-down box in the Run report field to see the available choices. Two new Run-Time
parameters are now available: Calendar and X Day of Nth Week of the Month. See below for more
information.

Allotment Expenditure Status by Program Index

Customize your options: |Schedule ¥

Set the run-time parameters for this report:

Run report:  [Now )

Report will rurOnce

Two new items available in CE10 are the following:

Calendar: This provides the ability to schedule reports based on a customized calendar, such asthe AFRS
closing dates calendar.

X day of Nth week of month: This provides the ahility to schedule areport every Nth week on a selected day
of the week.

To schedule areport using the Calendar option, click on Calendar from the Schedule menu. The screen
illustrated below will display. The calendar displays the AFRS Fiscal Month Closing dates. A report scheduled
using this calendar will run the day after each AFRS Fiscal Month close. NOTE: If there is no urgent need, use
afixed date of the month for monthly recurring reports. Thiswill help alleviate potential system problems
during AFRS cutoff.
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/J Enterprise Reporting - Schedule - Microsoft Internet Explorer _|&]x]
Schedule

-

® Schedule | % Cancel | 2 Help

Set the run-time parameters for this report:

Run report: | Calendar x|

Report will run based on the selected calendar.

Calendar: |AFRS Fiscal Month Closing x|

Description: AFRS - reports run the day after.

start Time:  [10 =]:[51 =] [am =] [12/1/2004

End Time: ja/21/2014

e 2004 - 2085— -~ || RunDays

December 2004 Japuary 2005 February 2005
Su Mo Tu We Th Fr Sa|Su u We Th Fr Sa|Su Mo Tu We Th Fr Sa
1 2 3 4 1 1 2 3 4 5
5 6 7 8 91011 2 4 5 6 7 8|6 7 8 9 101112
12131415 1617 18| 9 Jo 11 12 13141513 1415 16 17 18 19
1920 21 22 232425 |16 A7 18 19 2021 22 |20 21 22 23 24 25 26
26 27 28 29 3031 2324 25 26 27 2829 |27 28

30031
March 2005 April 2005 May 2005
Su Mo Tu We Th Fr Sa Mo Tu We Th Fr Sa | Su Mo Tu We Th Fr Sa
1 2 3 45 1 2|1 2 3 4 5 86 7

6 7 8 9 101112|/3 4 5 6 7 8 9 |8 9 1011 121314
13 1415 16 17 1819 /10 11 12 13 1411516 |15 16 17 18 192021
2021 22 23 242526017 18 19 20 21 22 23 |22 23 24 25 26 27 28

27 28 29 30 31 24 25 26 27 28293029 30 31
June 2005 July 2005 August 2005
Su Mo Tu We Th Fr Su Mo Tu We Th Fr Sa |Su Mo Tu We Th Fr Sa
1 2 3 12 1 2 3 456

5 6 7 8 9010112 4 5 6 7 8 9 |7 8 0 10111213
12 13 1415 16 1718 |10 11 12 13 14 1516 |14 15 16 17 18 1920
1920 21 22 232425 |17 18 19 20 21 22 23 |21 22 23 24 2526 27
26 27 28 29 30 24 2526 27 2829 30|28 29 30 21

31 =

Changethe Sart Timeto the desired value. Select an End Time. Note that the default isten years from the
Sart Time so we strongly recommend changing it to an earlier date.

To schedule areport on acertain day of a certain week of every month, use the X day of Nth Week of the
Month option.

3 Enterprise Reportin Microsoft Internet Explorer == x|

Schedule _ =
@ schedule | X Cancel | 2 Help

Allotment Expenditure Status by Program Index

Customize your options: | Schedule 'I

Set the run-time parameters for this report:

Run report: [ Mow =1

Report will rur Once

Mtk Day of Month
1st Monday of Month
P

® Day of Nth Week of the Month
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The following screen will display. Select the week from the drop-down list in the Week (N) field and the day of
the week from the drop-down list in the Day (X) field. Change the Sart Time and End Time to the desired
values.

= S|

@ Schedule | X, Cancel | ? Help =l
Allotment Expenditure Status by Program Index
Customize your options: |Schedule 'I
Set the run-time parameters for this report:
Run report: [ % Day of Nth week of the Month =]
Report will run o he ¥ day of MNth week of the onth
wee &) = [Monday =]
11 =21 =] |amM =] |12/2/2004 iy
ad Time: [12=]:[oo =] [am =] [o/21/2014 B
=

Scheduling Recurring Reports
Enterprise Reporting allows considerable flexibility for scheduling of recurrent and immediate reports. Reports
can be scheduled to run:
o Now;
Once;
Hourly;
Daily;
Weekly;
Monthly;
Nth Day of Month;
1st Monday of Month;
Last Day of Month;
X Day of Nth Week of the Month; and
Calendar

O0O0o0D0 0D O0o0D

To schedule arecurring report, parameters are entered via the Parameters option as you normally would for any
other report. Users select the time and interval of the recurring report via the Schedule option.

NOTE: The creation date of the recurring report will show in the Instance Time column and the status will
show as “Recurring”. Once the report has processed successfully on the scheduled run date, the report status
will show as“ Success’ with the actual run date and time. The creation date will remain in the Instance Time
column, however the report will continue to run at the scheduled date and time. The next run time may be
determined by clicking on “Recurring” under the Status column for the report.
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Destination Selections

The Destination selections determine where your report instance will be sent after processing. The following
options are available:

Default: Selecting thiswill send the report to the default location, for subsequent viewing and printing.
Email (SMTP): Thisisanew feature, providing the ability to schedule a report to an email destination.

CAUTION: Before using this feature, please run areport to see how large the report will be. If thefilesizeis
very large, problems could result when the report is being sent to the designated email address.

“ Enterprise Reporting - Schedule - Microsoft Internet Explorer & x|
Schedule =

& sScheduls | X Cancel | 2 Help

Allotment Expenditure Status by Program Index

Customize your aptions: IDEstinatiUn 'I

Set the Destination for the report.

Destination: Default 'I

=l

To select the Email destination option, click on Email (SM TP). The following screen will display.

“J Enterprise Reporting - Schedule - Microsoft Internet Explorer =& x|

Schecdule _
@ Schedule | X Cancel | 2 Help

Allotment Expenditure Status by Program Index

Customize your options: |Destmatinn vI

Set the Destination for the report.

Destination: Email {(SMTP) =

You can schedule to a SMTP server with a choice of two different sets of values:
© Use the Crystal Job Server's defaults

@ Set the values to be used at schedule time here:

From: |
To: |
Ce: |
Subject: |
Message: :I

= [Cort:

¥ Attach report instance to email message
File Name:

&+  Default File Mame (randomly generated)

e Specified File Name: I

add a placeholder for 3 variable property: |Title =] Add

[ 2dd file extension
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Make entriesin the following fields:

The From: field is already populated with the user’s email address. If there is no email address from the user
profile, ageneric email address of EnterpriseReporting@ofm.wa.gov will be populated.

Enter one or multiple email addressesin To: field. Separate each email address with a semicolon (;).
If you wish, enter an optional Subject and M essage in the appropriate fields.

Note that the field Attach report instance to email message is checked, indicating that the instance will
automatically be included as an attachment.

In the File Name field, you can |eave the default selection of Default File Name. To provide a more
meaningful name, enter a specific file name in the Specified File Name field.

If you wish, you can also choose to add selected fields to Specified File Name from the drop-down list
provided in the Add a placeholder for a variable property field. The following options are available:

Title: adds the title of the report
Owner: adds the logon ID of the user scheduling the report instance
DateTime: adds the report instance start date and time

The Add file extension, when checked, will append afile extension to the specified file name field based on the
format selected (e.g., PDF or .XLS). See page 38 for information on available formats.
/J Enterprise Reporting - Schedule - Microsoft Internet Explorer =S|

Schedule ) =l
(@ Schedule | X Cancel | 2 Help

Allotment Expenditure Status by Program Index

Customize your options: IDestination vl

Set the Destination for the report.

Destination: IEmaiI (SMTP) vl

‘You can schedule to a SMTP server with a choice of two different sets of values:
 Use the Crystal Job Server's defaults

# Set the values to be used at schedule time here:

From: |Sender@agency.wa.gov

To: |Recipient@agency.wa‘gov

Cc: |

Subject: |

Message: ;l

[¥ attach report instance to email message
File Mame:

¢ Default File Name (randomly generated)

® Specified File Mame: |

&dd a placeholder for a variable property: ITitIe +| Add |

pﬂdd file ewtension v

|Owner
DateTime
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After completing all entries, click on Update. Here is an example of how the entries will appear after entering
datain the fields described above. A specified file name was entered, and the placeholder for Title was added.
3 Enterprise Reporting - Schedule - Microsoft Internet Explorer ;Iilll
Schedule —

® Schedule | % Cancel | 2 Help

Allotment Expenditure Status by Program Index

Customize your options: IDestination vl

Set the Destination for the report.

Destination: IEmaiI (SMTR) vl

‘You can schedule to a SMTP server with a choice of two different sets of values:

 Use the Crystal Job Server's defaults

# Set the values to be used at schedule time here:

From: |Sender@agency.wa.gov
. .
Required Fields |
Cc: |
Subject: |M0nth|y Budget Report
Messade: [Hera is the report for last manth, =]

|Recipient@agency.wa‘gov

=]

Optional Fields

[¥ attach report instance to email message
File Mame:

¢ Default File Name (randomly generated)

Select one of

these optionsH ® Specified File Name: |M0nth|y Budget Rpt %SI_.NAME%.%EXT%
&dd a placeholder for a variable property: ITltIe +| Add |

IV add file extension

—» Be sure to click here after making all entries.

=

IMPORTANT: When using this feature, it is recommended that you use either the Adobe Acrobat or Excel file
format from the Format menu. See page 38 for information on setting formats. If the default file format of
Crystal Report (.rpt) is used, the recipient will need the Crystal Offline Viewer file installed in their computer to
open the report. See page 52 for more information on this.
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Report Format Selections

The last option in the Schedule menu is Format. When you select this option, the screen below will display.
The default format for most reportsis Crystal Report. The default format for reports in the Account Codes,
Downloads/Extracts and in the Financial Toolbox Download folders (DSHS only reports) is Microsoft Excel
(Data Only), with the settings that will produce the optimum format. If you want to schedule areport in its
default format, then you do not need to do anything on this screen.

If you want to schedule areport in aformat different from the default, you may choose from the selections
illustrated below. Support will be provided for the following formats:

Adobe Acrobat

Crystal Report

Microsoft Excel

Microsoft Excel (Data Only)

Character-separated Values

You may use the other formats, but the report output may not be preserved from the original format.

3 Enterprise Reporting - Schedule - Microsoft Internet Explorer =18].x|

Schedule _ =l
@ schedule | X Cancel | 2 Help

Allotment Expenditure Status by Program Index

Customize your ophions: IFDrrnat 2

Set the format for this report:

Report Format: | Crystal Report k3|

[Crystal Report
Microsaoft Excel
Microsoft Excel (Data Only)
Microsoft Word

Paginated Text
Tab-separated Text
Tab-separated values

Character-separated Values
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The Microsoft Excel (Data Only) format saves the data fields, with each cell representing afield. Selecting
this option displays the following screen:

J Enterprise Reporting - Schedule - Microsoft Internet Explorer

=181
Schedule

& Schedule | X Gancel | 2 Help
Expenditure Activity By Program Index and Object

Customize your options: | Format -

Set the format for this report:

Report Format:  |Microsoft Excel (Data Only) =

Set Column width:

© Column width based on objects in the ; |Report Header =] |1
@ Constant column width (in points) ; [38

[ Export object formatting [T Maintain calumn alignment

[T Exportimages ¥ Export page header and page footer
[T Use worksheet functions far summaries ¥ simplify page headers

[T Maintain relative abject position

You can control the report output by changing the settings above. The reports designed specifically for Excel
format will have the default settings specified for optimal format. These include reports in the Account Codes,
Downloads/Extracts and Financial Toolbox Downloads (for DSHS users) categories. As long as users do not
change any of the settings when scheduling these reports, the report format should be satisfactory.

Selecting the Microsoft Excel format displays the screen illustrated below. Similar to the Excel (Data Only)
format you can vary the settingsto try and obtain the best output.

A Enterprise Reporting - Schedule - Microsoft Internet Explore:

_[8]x]
Schedule

© Schedule | X Cancel | 2 Help
Cost Allocation Expenditure Activity By Yendor

Customize your aptions: [Format, ~

Set the format for this report:

Report Format: | Microsoft Excel >

Set Column Width:

@ Column width based on objects in the : |¥Whale Repott =] |1
€ Constant column width (in paints) : |35

Export page header and page footer: lm
[T Creste page breaks for each page Page range
[T Convert date values to strings & Al pages
[T Show Gridlines " From ,1— To: IW—
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After you have finished making the parameter, run-time, destination, and format selections, click on Schedule
in the upper-right corner of the screen.

/3 Enterprise Reporting - Schedule - Micrasoft Internet Explorer _i=] x|

Schedule ; =
@ Schedule | X ¥ancel | ? Help
Allotment Expenditure Status by Program Index

Custamize your options: [Format -

Set the format for this report:

Report Format: [ Crystal Report -

Report Processing

After scheduling areport, The Schedule screen will close and the History Page will appear, displaying the report
instance. The History Page is described starting on page 47. Initialy, the status of the instance will display as
“Pending”. Asreport processing continues, the status changes to “Running” When processing is finished, the
status changesto “ Success”.

3 Enterprise Reporting - History - Microsoft Internet Explorer - |E||i|
=l
History
# Refresh | ¥ Cancel
Allotment Expenditure Status by Program Index
Status: |A|I Statusesj User: |sched225 Date; |A|I Go!
[ Delete | Pause || Resume || Clear a1l |[ Select Al |
¥ Instance Time: Run By: Parameters/Reschedule: Format: Status: Selected:
Sample Report; Mo, 2005; 225 ; -Current; *; *;
: FpRDELRR L 00120,00121; ®p g e R
i‘;zé’fgﬁf sched225 * Approved 2 Adjusted; Cash, scor(all); *; Egsgftl Pending -
L Fundfappropriation; Object F
ReSchedule | ReSchedule with Selection Walues
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There is no automatic refresh feature in Enterprise Reporting. In order to update the report status, you will need
to click on the Refresh menu option in the upper right corner of the screen. Continue clicking on Refresh until
the status changes to “ Success’.

3 Enterprise Reporting - History - Microsoft Internet Explorer - |D|ﬂ

, [~
History @
J Cancel

Allotment Expenditure Status by Program Index

Status: |AII Statusesj User: |Sched225 Date: |.f-\II

[ Delete |[ Pause |[ Resume |[ Clear Al |[ Select All |

¥ Instance Time: Run By: Parameters/Reschedule: Format: Status: Selected:

Sample Repor‘t MNo; 2005; 225 —Current R

E@) 1/21/2005 10:19:26 AM sched225 Approved &Adjusted CaSh Accr(all), B R;ysur?t Success -
Fundfﬁppruprlatlon Object P
ReSchedule | ReSchedule with Selection Yalues

Stopping and Pausing Reports

To stop areport that is processing, first select the report by clicking the check box and then select the Delete
button.

3 Enterprise Reporting - History - Microsoft Internet Explorer - | Dlﬂ
History
Refresh | ¥ Cancel
Allotment Expenditure Status by Program Index
Status: IAII Statusesj User: Isched225 Datg? Al
[Delete )| Pause || Resume |[ Clear all || Select all |
¥ Instance Time: Run By: Parameters/Reschedule: Format: Status: Selected:
Sample Repor‘t #2 No 2005 225 Current
12172005 10:24:13 &AM sched225 ") .&pproved &ﬂd]usted Cash f-\cn:r(all) Crystal Report Running @
Fundmpproprlatlon Ohjeck
ReSchedule | ReSchedule with Selection Values
Sample Repurt Mo; 2005; 225 -Current o
E) 1/21/2005 10:19:26 &AM sched225 " .&ppruved &ﬂd]usted Cash f-\ccr(all) Cr\,rstal Report Success I
Fundmpproprlatlun Ohject
ReSchedule | ReSchedule with Selection Values
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To pause areport in Recurring status, select the report and click on Pause.

3 Enterprise Reporting - History - Microsoft Internet Explorer

History

Allotment Expenditure Status by Program Index

Status: |All Statusesj User: Isched225 ¥ Date: IAII

[ Deletd || Pause |)Resume || Clear &ll |[ Select &ll |

¥ Instance Time: Run By: Parameters fReschedule: “Format: Status: Selected:

Sample Recurring Report; Mo; 2005; 225 ; -
Current; ;) * sk ® ®  00120,00121; “rystal
@1,-‘21,!2005 1002037 &AM sched225 dy EIEILT Approved &Ad]usted Cash,p\e\’r ort Recurring @
ﬂccr(all) *, Fund,-’.&ppropnatmn Ohject P
ReScheduIe | ReSchedule with Selection Yalues

Sample Report; Mo; 2005; 225 ; -Current; *; %,
*****;* 00120,00121; I****’I*’IC cal
% 1/21,/2005 10:19:26 &AM schedz225 *; approved & Adjusted; Cash accrially; *; R;ysor‘?t Success i
Fund,-’.&ppropnatmn Ohject p
ReSchedule | ReSchedule with Selection Yalues

To resume areport that isin Paused status, select the report and click on Res

; Enterprise Reporting - History - Microsoft Internet Explorer

History

Allotment Expenditure Status by Program Index

Status: [All Statusesj User: |sched225 Date: |AII

/
[ Delete |[ Pause ([ Resume mCIear all |[ Select &l |
\ )

¥ Instance Time: Run By: Parameters/Reschedule: Format: Status: Selected:

Sample Recurrmg Repor‘t ND 2005; 225 ;
Current * ; 001z0,00 121
@ 1/21f2005 10:32:07 &AM sched225 : *' * " Approved &.&djusted Cash Crystal Report Paused
ﬂccr(all) Fundfﬂpprupnatmn Ohject
ReScheduIe | ReSchedule with Selection walues
Sample Recurring Report; Mo; 2005; 225 ; -
Current; *; %, %, %, %, %, %, %, 00120,00121;
E@) 1/21/2005 10:30: 44 AM sched225 Ho * * *oapproved & Adjusted; Cash, Crystal Report Success [l
ﬂccr(all) Fundmpprupriatiun; Ohject
ReScheduIe | Reschedule with Selection Values
Sample Repurt Mo; 2005; 225 -Current *, *,'
E@) 1/21/2005 10:19:26 AM - sched225 * ﬂpproved &L\djusted Cash ﬂccr(all), H Crystal Report Success [l
Fund,-‘xl\pprupnatmn Ohject
ReSchedule | Reschedule with Selection values
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Rescheduling Feature

The Reschedul e feature allows users to schedule a new report using an existing instance. The parameter, run-
time, destination, and format values are retained from the original instance. You can then change any of these
values and schedule a new report.

To use the Reschedule feature, first navigate to the History Page. Click on either Reschedule or Reschedule
with Selection Valuesin the “ Parameter Reschedule” column for the desired report instance.

=loix

; Enterprise Reporting - History - Microsoft Internet Exploter

History
# Refresh | ¥ Cancel | 2 Help

Allotment Expenditure Status by Program Index

Date: |AII

Status: [All Statusesj User: |sc}\ed105

\ [ Delete || Pause || Resume || Clear all || Select &l |

Parameters/Resthedule: Format:  Status: Selected:

Sample Report fod Class; No; 2005; 1090; 244-
A FY2) ®pdg g R 00010,

sched10s R TaTal g & ~djusted; Cash, Accr

¥ Instance Time: Run By:

B 1/19/2005 5:33:20
PM

Crystal

Report Success [

ReSchedule | ReSchedule wjith Selection Values

[ |

The Schedule screen for Parameters will display. This may take quite afew seconds depending on the volume
of all the account codes because the screen is loading with all the pick list values. Change the appropriate
parameters values and click on an Add button to update your selections. Make any other changes in the run-

=gl x

Schedule

@ Schedule | ¥ Cancel | 2 Help

Allotment Expenditure Status by Program Index

Customize your options: [Parameters =

Personal Title:

Hew value: [Sample Report Add |

Current value: Sample Report

Show parms on every page:

Mew value: m add —

Current value: No

Biennium:

Mew value:  [zo05 [Default values: =] [aAdd |
Current value: 2005

Agency:
Mew value: [zas [Default values: ;IA_ddI
Current value: 245

Fiscal Month:

Mew value: [T _current [Default values: =] Addl
Current value: -Current

Fund:

Mew value:  [F [Default valuss: =] Ladd |
Current value: *

Appropriation:
Mew value: [+ [Cefauit values: =] add]|
Current value: *

Appropriation Index: =l

e 43 e



Enterprise Reporting

State of Washington — Office of Financial Management

Scheduling Download and Extract Reports

The reports in the Account Codes, Downloads/Extracts, and Financial Toolbox Download (DSHS only
category) folders are designed to be run in Excel format. As mentioned previously on page 39, each report will
have the default format set to Microsoft Excel (Data Only), with the appropriate settings, to produce the
optimum output.

When working with the Download/Extract reports, be sure you have your Internet Explorer options set correctly
so it will provide a download dialog box. This alows you to either view the spreadsheet by opening an
application or saving it to afile. To configure you workstation to invoke the download dialog box, complete the
following steps:

Start Windows Explorer

Select Folder Options from the Tools menu.

[EY C:,Documents and Settings

File Edit ‘Wiew Favorites £ Togs Help

daBack - = - | ﬁSe IMag Mebwork Drive, .. ) | ,
Discoyneck Mekwork Drive, ..
Address ID C:\,Document{ and = Synchrdgize:. ..
Falders \ Folder ons. . / Size | Type | IModified
Desktop e [ el rator File Folder 6/1/2001 11:31 AM
-5 My Documents | A zletag File Folder 4/18/2003 12:25 PM
E‘E My Camputer Al users File Folder Q/Z3/2004 3134 P
EHQ Local Disk {2 ecarle File Folder 2/12/2003 1:50 PM
D @FRIP __|Default User File Folder 6/1/2001 11:30 &M
B0 aliris o5t File Folder 9112003 11:22 AM
-0 comPag Cddsuz File Folder /15/2003 5:25 AM
{:l Cpoapps D esther File Falder 6/20/2003 12:05 PM
{:l dmi [:lglorias File Folder 6/4/2003 7:26 AM
BB Documents and Settings [[Djanec File Falder 1/15/2003 10:17 &M
{:l EPOAQent - CAron File Folder 3/25{2003 230 PM
D 1386 ([ sanchis File Falder 6/4/2003 7:37 &AM
(d7T APt

" Enable web content on my dezkiop

i+ ilze Windows clazzic desklo

’—.&ctive Desktop

—wWeb View
% " Enahble Web content in folders

" Usze windows classic folders

— Browsze Folders
E " Open each folder in the zame window
" Open each folder in its own window

— Click itemsz az followes
ﬁ " Single-click to open an item [point bo zelect]
% nderline icom titles consistent with my brawser,
= Undedine icon ez only when | paint at them

" Double-click to open an item [zingle-click to select)

Bestore Defaults |
Ok I Cancel | Lpply |
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Highlight the XL S Microsoft Excel Worksheet file extension in the Registered file types drop-down list.
Folder Dptions il

Generall Yiew  File Types I Otflire Filesl

FRegistered file types:

Extensions | File Tupes W | «]
LS bicrozoft Excel Worksheet
KLSH... bicrozoft EscelH TRML Document
BTl T Microsoft Excel Template
BB]wL TH...  Microsaft Excel HTML Template
.‘>§'L'V' Microzoft Excel ¥BA Module

EKL'W’ Microsaoft Excel wWork space
@) a1 L0 W [ o P

[

Hew I Delete

— Detailz for 323" extenzion

Openz with: Conferencing Utility Dl Change... |

Filez with extenzion '323" are of type 'H. 323 Internet Telephony'.
To change zettings that affect all 'H.323 Intermet Telephony’ files,

click Adwvanced.
Advanced |

/

1] :I’ Cancel | Spply |

Click the Advanced button. The Edit File Type dialog box displayed below appears.

@ Microsoft Excel Worksheet

—hange Icon...

Ackions:

Mew e
Open

Frink Edit. ..
Frintka

Remove

Set Default

i §

v Confirm open after downl

[T Always show extension

[T Browse in samge window

(0] 4 I Cancel

Select Confirm opén after download check box and then click OK.
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The Folder Options dialog box appears. Click Close and then close Windows Explorer by clicking on the * X”
in the upper right-hand corner.

General | Wiew  File Types | Offine Files |

Reqistered file hypes:

Extensions | File Types / |ﬂ
i #LM Microzoft Excel 4.0 Macro
@XLS Microzoft Excel Worksheet
XLSH... Microzoft Excel HTML Docurnght
KLT Microsoft Excel Template
KLTH... Microzoft Excel HTML Template

>‘iL"»-f Microzaoft Excel WBA Module
m‘x’q s hdirracmft Fural Wiark smama

=
=l
|

Hew | Delete

— Detailz far =LS' extension

Opens with: Microzoft Exc

for Windows  Change... |

Microzoft Excel Work sheet',
icrozoft Excel Workzheet' files,

Filez with extenzion =L5" are of typ
To change zettings that affect all |
click Advanced.

< Cloze D LCancel Apply
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Viewing Reports

This section provides you with instructions about the Crystal report viewers (including the Crystal Offline
Viewer for the Select Expert function available in the Seagate Info 7.5 ActiveX Viewer) and how to view
reports from them. Viewing reportsin CE10 is accessed via a separate screen called the “History” Page. A
new search feature is available on the History Page allowing usersto view another users’ reports. Users
may also delete, pause or resume multiple reports at the same time on the History Page.

Looking at the Report History

Crystal Enterprise saves a history of report instances for scheduled reports that have been run. The history
list is arranged chronologically (with the most recent instances first) and contains information such as:

= |pstance Time

= RunBy

» Parameters
*  Format

= Status

The Instance Time for a successful instance becomes a hyperlink to that instance. You can view the
instance by clicking the hyperlink. NOTE: For most agencies, instances are retained 40 days from the
current date. Instances older than 40 days will be automatically deleted. A few agencies have different
retention rules.

TIP: Sort instances chronologically by clicking the "Instance Time" column heading. Click the column again
to reverse the sort order. You may also sort the instances by owner if you are viewing other users’ reports
(alphabetically and reverse-alphabetically) by clicking the "Run By" column heading.

Viewing a Report's History or Instances
1.  Gotothe specific report object (e.g. Account Code Titles).
2. Click History.

= Organize | 2 Preferences | & Logorr |
2 Help

Account: sched105
) Favorices
. Financial Reports = [ Account Codes

Folders

No folders Account Code Titles
Schedule | Schedule with Selecdon Walues | History
Instances: 17
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The History page appears.

F Refresh | ¥ Cancel | 2 Help

Account Code Titles

Status: [All Statuses »| User: [sched105 Date: [all
[ Datete || Pause || Resume |[ Clear anl || Select an |
¥ Instance Time: Run By: Parameters fReschedule: Format: Status: Selected:
B 12722200 26135 AM sched105 Sample; 2005; 105 ; Agency :I i Pending ]
B3 127272004 43N =ched105 »2005; 105 ; agency .'H SLCCESS m|
B% 12/2/2004 4:29:43 PHN' 5 ; 2005; 105 ; Agency e Success |

3. Movethe mouse over the I nstance Time of a successful instance. The instance link changes color.

4. Click thelink(s) under the Instance Time column to view the report instance. It will open the report in
aCrystal report viewer that you have set in the Crystal Report Preferences.

NOTE: The color feature is available only when you use Microsoft's Internet Explorer as your browser.
You can see detailed status information for recurring and failed instances by clicking the link(s) under the

Status column.
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The Default Crystal Report Viewers

The default Crystal report viewers allow you to view reports, navigate through multiple pages, print and
export al or selected pages of the reports.

The online Crystal report viewers available on this application are: ActiveX, Java, DHTML and Advanced
DHTML.

ActiveX Viewer

TheActiveX viewer isfor Microsoft Internet Explorer versions that support ActiveX controls. Thiswill
require the viewer control to be installed to your workstation.

DHTML Viewer

The DHMTL viewer is azero-client viewer for browsers that support Dynamic HTML. It does hot require
anything downloaded to your workstation.

Advanced DHMTL Viewer

In addition to providing all of the features found in the DHTML viewer, the Advanced DHTML viewer isa
zero-client viewer that provides an Advanced Search Wizard.

Java Viewer

This viewer is designed for web browsers that support the Java Virtual Machine. Thiswill also require a
download to your workstation.

You can also view your reports when not connected to Crystal Enterprise by using the Crystal Offline
Viewer. This viewer also contains the “ Select Expert” feature that is no longer available through the
online Crystal Viewers listed above. It also contains other new functions such as Sort Order and Top N
Expert.

NOTE: The Crystal Offline Viewer will require a download to your workstation. You may need
administrator rights to download the viewer to your workstation. If not, please contact your IT
Administrator. This Viewer is not supported on Windows 98 or lower operating systems.

At this point, your default viewer has been set asDHTML sinceit best suits the customers' general needs.
You can also manually select another viewer type through the Preferences page. However, we will only
provide support for DHTML if there are any technical issues. For more information, see Crystal Report
Preferences Section on page 13.

DHTML Viewer (Default Viewer)

The DHTML viewer is accessed using aweb browser that supports Dynamic HTML. You can view your
reports, refresh them, and export them in avariety of formats.
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; Crystal Reports ¥iewer - Microsoft Inl=: Qlﬁ'gl gl@l =:__.f_--=

|8 === 10| =G| E| =] -8 =]

- - Py -
B 2 Z 8 [erreensl 0 2oz b L0 [ 2] | TEE e
* 1 H -
1*By Organization Inde Bond Retirement and Intere
o
2-By Fur.ﬂdf.&pproprla.tlc Allotment Expenditiire BITD by Agency/Orgarni
FH-3-By Object/Sub Objec
Report Numher: FT-AEROZ
Biennium: 2005 As of Fiscal Month:  Dec FV2
Allotment Content: Approved & Adjusted Expenditure Content: Cash, Accr{all}
(For a complete listing of all inpt parmeter wabies, please see the last p
BTD BTD
Allotment Dishursement
By Organization Index
- Mot Specified 1,358,986, 466 1,328.373,120.16
Total for Agency 1,358 026 466 1,328.373,120016
By Organization Index
By Fund/Appropriation Z
001 - General Fund
011 - General Fund Subject to Diebt Limit Fy04 655,286,000 655,226,000.00
012 - General Fund Subject to Diebt Limit Fy05 250,465,151 220 313 260 24
1L1 - Gf Feirabursable -F% 04 26,304,000 26,105,393 26
1L2 - Gf Feirabursable -F¥ 05 13,200.253 12904432010
3L1 - Bond Sale Expenses-Fy(4 Gf 526,000 312,566 20
3L2 - Bond Sale Expenses-Fy5 Gf 262,008 16213833 {
001 - Greneral Fund 046, 833,402 024,774,507 73
01L - Higher Education Constriction &Acet
1T0O - Bond Sale Expenses-011 35,000 11.211.78 _l;l
J T L U el R

|
Sseart|| ) @ B 5 7| 81| ] ] =y 61 m1d 5] e £1d[ETc [FSEVEREIPETA san

In addition to the functions provided on the browser's standard toolbar, the DHTML viewer has extra
functions on its custom toolbar:

Toggle Group Tree

Click Toggle Group Tree to show or hide the report's group tree. When the Group Tree is displayed, you
can use it to navigate through your report's data.

NOTE: Unlike the ActiveX Viewer, the Toggle Group Treein DHTML Viewer windowpane cannot be
resized.

Export Report

Allows users to export reports to various formats. See Exporting Reports Section on page 64 for more
details.

Refresh Page

Click Refresh to obtain the most up-to-date report data from the report's existing schedule parameters. You
need to have the proper rights to run this report and the report must contain the necessary data source
information before you can refresh the report.

NOTE: Thisfunction is currently turned off for further evaluation. A large report could cause usersto wait
on this screen for along time. After the data has been refreshed and the viewer is closed, there will be no
report instance generated on the History Page for the refreshed report.

e50



APPLICATION NAVIGATION

User’s Guide

Print Report

Allow usersto print reports from the Crystal Report Viewer. See Printing Reports Section on page 61 for
more details.

Drill down

You can drill down on report data to show the data beneath charts and summarized groups. This function
may not be applicable for all reports. If areport contains various sections, you may double click on a
report section and it will create that section as a drill-down view or sub report on a separate window. The
drop down box next to the Print icon will have that section appearing under the main report.

Scroll through pages

Use the scroll bars or First Page/Previous Page to move through the pages of areport. Go to First Page
and Goto Last Page options are also available.

Search for Text
Click Find to launch the Search dialog box. You can type the search criteriayou want to find in the report.

NOTE: Thisfunction is currently not working consistently. |ssue has been reported to software vendor for
research and resolution.

Zoom

Select a magnification factor from the drop-down list to zoom in or out on areport.

Crystal Offline Viewer

The Crystal Offline Viewer isareport viewer installed locally on your computer. You can use this viewer
to look at Crystal reports you've downloaded without being connected to Crystal Enterprise.

Using the Crystal Offline Viewer, you can:
e Print or export your report

e Select the data you want to view (See Using Select Expert in Crystal Offline Viewer Instructions
on page 57 for more details)

e Drill down for more detail in the report

e Sort the datain the report you want to view (See Using Sort Order in Crystal Offline Viewer
Instructions on page 60 for more details)

o View multiple reports

The Crystal Offline Viewer functions similarly to Crystal Reports. For information on the tasks you can
perform with the Crystal Offline Viewer (selecting records, sorting records, graphing, choosing Top N
values, and so on), access the online help from the Crystal Offline Viewer Help menu.

NOTE: The Crystal Offline Viewer is not supported on Windows 98 or lower operating systems.
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Working with the Crystal Offline Viewer

In order to use the Crystal Offline Viewer, it needs to be installed to the user’s workstation. Onceit is
installed, it resides locally as a client-side viewer.

Link to download the Crystal Offline Viewer can be found on the Enterprise Reporting Logon Screen
under the Reference Link.

Er2/ PR AEE I D S (w0 - |
Welcome to Washington State's flarprise Reporting

What'f New? Help Desk: (360) 664-7791 Contact Support

Ll Suidhe Mew User

Rofarences Frivarcy Molica

Home of the FASTEALN Financial Reports

Additional system messages or
Impeortant Announcements
can go here.

Usar Nama

Password: |

Authantication: [Enlu:pn:u j

Supported by the Sffice of Finandal Managerment, Acounting Civision, Statewide Financial Systams

Installing the Crystal Offline Viewer

Click on the References Link from the above Logon Screen and click on the Download the Crystal
Offline Viewer link.

Enterprise Reporting  -..........

State of Washington - Office of Financial Management

Back to FASTRACYE Logon Sereen

| Ewterprise Beparting Help Line Phone. (360) §64.7791 7

Financial Reports (FAST CK) e
CELD Duick Reference Guide

Crystal Offline Viewer Download
The Crystal Offfine Wiewer is a dowmnloa
Crystal Enterprise

Dowmload the Crystal Ofline Viewer, .

application that can be wsed to wew reperts when vou're not commected to
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The following File Download Dialog Box appears. Click Save.

2)

Some files can harm pour computer. IF the file information below
lookz suspicious, or you do not fully trust the source, do not opern ar
zave thiz file.

File name: cwwaetup.exe

File tppe:  Application

From: reporting. ofmn, wa. goy

& Thiz type of file could harm pour computer if it contains
maliciouz code.

“wfould you like to open the file or zave it to your computer’?

| Save I

¥ flways ask before opening this bpe of file

Open Cancel | kore [nfo |

User's Guide

The following dialog box appears. Choose where you want to save the Crystal Offline Viewer Setup
program (cvwsetup.exe) then click Save.

Save

By Diocumels
LT
By Computes
.

ey Metwk P,

ficd o5
| [ Deskiop x|l = & ck -
My Documerts Tliticrosoft Excel TgIskTS

LSl My Computer ¥ Microsaft FronsPage o) Wirdows Exple
22 My Mebweork Flaces Microsoft PowesPaink E@llwanzip
% fdpbe Reader 6.0 8] Micraseft Visio
Bl Irierifiden WinDaD Sellmicrosoft Yisual SourceSafe 6.0
EadReaione Player Microsoft Word
S snaglt 7 sfnetMesting
h comsstup. exe P efriEwsE0
i1 Enterprise Mananer S 1rick Lisk Mainkainer
e Exmoutve Mondtoring ﬂQuer\,.' anzlyzar
5% Jzwa web Start Wl cywes3zT Secwe

| i

File name

I vscip end =

I.ﬁppiwtian j

Save az type:

After the download is complete. Click Open. You may also close this dialog box and go to the

cvwsetup.exe file and double click on thefile.

Download connpelebs — |I:IIEI
*l;?"l." Downibosd Camplete
S aved:

Ccywpeiup exe rom ieporting ofm. wa.gow

D crmrficen diesd 27 BME in 2 sec
D ovaadoad ho CADrocumants and Sall__ Sovisshup ake
Transher rabe: 139 MBASec

[T Cloze thiz dialog box when dosmiosd compleies

| CpenFoder |[ Close |

Oipsas
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The Wise Installation Wizard appears. Then the following Crystal Offline Viewer Setup Screen will launch.
If you receive a security warning, click Yesto continue the installation.

i Crystal Offline Yiewer (English) Setup 2 P i 3

welcome to the Crystal OfMine Yiewer
(English) Installation Wizard

Tt is strangly recormemended that you exit al
Windows pragrams hefore running this Setup
Pragram.

Clhck Cancel to quit Setup and cose any
programs you have running. Chek Mewt to
continue with the Sstup program .

WARNING: This pragram is protecked by
copyright lew and intermational treaties,

Unauthorized reproducton or distribubon of this
pragram, or 2ny porbon of i, may rasulk in
savere ol and orimind penzlties, and wil be
prasecubed ta the maximum extent possible under
Lave,

Click Next then choose “1 accept the License Agreement” from the following dialog box. Then follow the
instructions on your screen accepting the default values when possible.

1 |€ Crystal Offfine Yiesser (English) Sebup P[] 4

. License Agrecment @"Ih

| Yau mridst agres with the license deplayed below to proceed lﬁ

| |‘M:P CRYSTAL ENTERPRISE 10 LICENSE AGREEMENT il
ORTANT-READ CARFFULLY: THIS [E A LEGAL AGREERMENT BETWEEHN

| Voo AND BEUSINESE OBJECTS FOR THE BUSINESE OBJECTE S0OFTWARE
FPRODUICT IDENTIFIED ABOVE AND ADD-ORE DESCHIBED HEREIN, WHICH
AY INCLUDE COMPUTER S30FTWARE, ASS0CIATED MED]A, PRINTED
i [MATERIALE AND ONLINE OFR ELECTRONIC DOCUIMENTATION (“20FTWARE .
] DRE CONTIMUING WITH THE IMETALLATION OF THE 30FTWARE, YOU
ST READ, ACKNOWLEDGE AND ACCEPT THE TERMS AND CONDITIONS OF
THE SOFTWARE LICENZSE ACREEMENT THAT FOLLOWS (“AGREEMENT™), IF
YO DO HMOT ACCEFT THE TERMS AND COMDITICHS OF THE AGREEEIMENT,
| YOU MAY RETURN, WITHIN THIRTY G0 DAYS OF PURCHASE, THE S0FTWARE
TO THE FLACE YOU OBTAINED IT FOR A FULL REFURD lI

+ 1 gooept the License Agreement
(™ 1 domat accept the Licerss Agreanmsant

<pack || mems cancedl |

When the installation is done, click Finish.
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Exporting a Report to View with Crystal Offline Viewer

Before areport can be viewed using the Crystal Offline Viewer, the report must first be exported from

CE10to a“Crystal Report” format. View the report you wish from the regular default viewer and click on

the Export icon.

/3 Crystal ' ~ports Yiewer - Microsoft Internet Explorer ===l
Z & [menreporsl o tie b LD T 2 | #A Toon -] e
- Information se EM Office of Financial Managem
- Statewide Acc Expenditure Activity By Pragram Index o
- Swifs— Mo Syst I
— pass Report Mumhber: FT-E&03
E-00111 - Swfs— THMS Cle Biennium: 2005 Figcal Months: Dec FY2  Through:
Program Index: 00030 - Irformation Services
Ohject: & - Salaries and Wages
FM Doc Date Cur Doc INo Ref Doc No BT TC Fd AT 50 S8S0 (o)} F
0518 | 2004 12 10 PR-024 PO 740 419 |0gs [Aa 3000
0513 | 2004 12 10 PR-024 PR-024 ‘ PO ‘ 236 419 |09E ‘M ‘ ‘ 3000 ‘
0515 | 2004 12 10 TR-024 o T40 419 |ose  |AC 3000
0512 | 2004 12 10 TR-024 TR-024 ‘ 0 ‘ 236 419 |ose  |AC ‘ ‘ 3000 ‘
Ohject & - Salaries and Wages Totals:
Ohject: B - Employee Benefits
FM  DocDate  Cur Doc Mo Ref Doc Mo BT TC Fd AL 50 S50 01 F
0515 | 2004 12 10 TR-024 o T40 419 |ose  |Ba 3000
0512 ‘ 2004 12 10 TR-024 TR-024 ‘ b0 ‘ 236 419 |ope  |Ba ‘ 2000 ‘
0512 | 2004 12 10 TR024 bl 740 412|092 |BE 2000
0513 | 2004 12 10 PR-024 PR-024 PO 236 419|083 |BE 3000
0513 | 2004 12 10 PR-024 PO F40 419|083 |BC 3000
0513 | 2004 12 10 | PR-024 PR-024 | PO | 236 | 419 |098 |BC | | 3000 | =
| | _'l—l

iastart”J ] &

|J @Enterprise Reporting - Mic. . I @Enterpnse Reporting - His. . ."@Crystal Reports Yiewe... |§g w @

The following Export Dialog Box will appear. Choose the “Crystal Report (RPT)” format and “All”, then

click OK.

Eile Edit ‘“iew Favorites Tools Help

Export Options
Please select an Export format from the list.

|F0rmats j

Crystal Reports (RPT)
Acrobat Format (PDF)

Enter the [
& Al

M3 Excel 87-2000 (Data only)
Rich Text Format

© Pages

Fram: |1 To: |1
oK |

IR R - |

=lol x|

‘@ Done ’7 ’7 ’7 |Q Internst
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The File Download screen will appear. Click Save then choose afile name and where you want to save the
report.

7} Crystal Reports Yiewer - Microsoft Internet Explorer =] x|
: o
Ej [2 % % [Main Report =] (<] <] t/1e [ ] | =] | i oo -] —]
E-00020 - Information Se QEM Office of Financial Managem
00050 - Statewide Acc Expenditure Activity By Pragram Index arn
00110 - Swfs- Mo Syst I
H-00140 - Bass Report Number: FT-E&N3
Biennium- Anns Fiecal Months: Dec FY2  Through:
[+ - -
FOSLIL - Swis TS e — e x|
Prog
0l Some files can ham your computer. I the file infarmation belaw
looks suspicious, or you do not fully trust the source, do not open or
zave this file. Al 50 S50 o1 E
File name: Crystalfiewer.rpt e =000
File type: 0eg |AA 3000
From: reporting. ofm.wa, gow 098 |AC 3000
0ps |AC 3000
ol ' ' .
“wiould you like to open the file or save it to your computer? .

ol
Open | Save I Cancel | More Info |
AT 50 SS0 o1 F

¥ Abways ask before opening this type of file R =)

0slg | 2004 12 10 | PE-024 | PE-024 | h2i) | 236 | 419 nag EBi 3000

051% | 2004 12 10 PE-024 bl T40 419|093 |BE 3000

0s1s 2004 12 10 PE-024 PE-024 PO 2306 419 09 BB 3000

05ls 2004 12 10 PR-024 M T40 419 0ag EC 3000

0518 | 2004 12 10 | PR-024 | PR-024 | o | 234 | 419 0ag EC 000 i
4| | _’|_I
Eaﬂ:art | |J @ é |J @Enterprise | @Enterprise I @Crystal Rep... I Documentl | |5g w @ 1:42 FM

When the download is compl ete, close the Download Dialog Box.

Viewing Reports with Crystal Offline Viewer

To view a Crystal Report (.RPT format), right click on the report you saved above and choose Open with
Crystal Offline Viewer.

Open with Crystal Offline Wiewer
CpenWith 3

I Scan for viruses...

Send To
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The Crystal Offline Viewer will launch, asillustrated bel ow.
= el | el o | ) o e R i e 4 o 13 | RS T=T

¥ Crystal Offline Yiewer

&% File Edit View Report Window Help =] |
| S & |84 |0 o | & &2l A |[100x v||3=|..?|
Preview I 1041942004 1503 X |4 1of 1+ P
=~ E::-cpenditulehct m , Vo , Lo , Ca o | | LA C
[+ Mone
PHa
Report Numher: FT-EXFO7
Biennium: 2005 Fisc
Da FM ProcDie CurDoc No RefDoc No BT B# TC Fd Al PI 5
Db 0516|2004 1004 | 0002487 Q5 751 (260 |00l |01z [000F0 |16
Dh 0514 2004 1004 0o024as Qs |75l 260 ol | 0l2 00051 .
Db 0516 (2004 1004 | 0002488 as |71 (260 (ool |01z fooosl  |E.
Db 0516 (2004 1004 | 0p024as a5 71 (260 (ool |01z fooosi (e
Db 0516|2004 1004 | 1057266 05 Jzea |35 (ool |01z [oooss [T
Db 0516|2004 1004 | 1057266 05 Jzea |35 (ool |01z [oooss  [TE
Db 0516|2004 1004 | 105TW266 05 Jzea |35 (ool |01z [ooz21s [T
Db 0516 (2004 1004 | 1057266 05 Jssa |36 (ool |01z [ooosl (TR
Db 0516 (2004 1005 | 10507340 o4 150 (265 (ool |o1lz fooosl  |ED
Db 0516 (20041005 | 10507340 o4 1500 (265 (ool |01z [oooss  |E.
Db 0516 (2004 1005 | 105TW267 216076 T weo jgTo (451 (ool |01z fooosl  [Ed
Dh 0514 2004 1005 1057267 216076 T W [F70 451 ol | 0l2 oooEl  |Er
Db 0516|2004 1005 | DR-016 po Jwel (740 (ool |01z [ooolo  (a
Db 0516|2004 1005 | PR-016 po jwel  |740 ool |01z [ooolo  (E
Db 0516|2004 1005 | PR-016 po el (740 (ool |01z [ooolo (B
Db 0516|2004 1005 | PR-016 po el (740 (ool |01z [ooolo (B
i 0516 lz004 1005 |pR-016 po lz61  l740 lool |01z looolo  |B1T
D B < | »
Faor Help, press F1 |Records: 196 [ |1o0%s
*»
Sston ||| (0 @ B <21 || 8] (O & e & ey S e e g :I FSOQLBEIAPLETAL e

Using Select Expert in Crystal Offline Viewer

Select Expert isonly available in the Crystal Offline Viewer. The function is similar to what was availablein the
Seagate Info 7.5 ActiveX Viewer. To select a specific group of records from an original report:

1. Click the Select Expert button E on the Crystal Offline Viewer toolbar.
The Choose Fields dialog box opens, listing report and database fieldsin a pull-down list.

2. Click onthereport or database field that you want your record selection to be based on and click OK,
or if you want to see sample data from the database for that field, click Browse.

NOTE: Field names that end with “ selected” are those fields you selected from the Schedul e Parameter
screen and appear in the header of your report. Choosing these fieldsin the Select Expert will result in
ablank report. You can ensure successful searches by selecting fields that are equivalent to the column
headingsin your report.

3. Onceyou are satisfied with the field you want to use for record selection, select it and click OK.
The Select Expert will appear with a tab for that field.

Once you have chosen afield to select on, you will see aninitial pull-down list with the default is any
value. Scrolling the list will revea all the comparisons you can use to select records. You will use thislist
to choose the comparison operation you want to use for your record selection.
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A table at the bottom of this section explains the different comparison operators that may appear in this
list.

Select acomparison operator from theinitia pull-down list.

A second pull-down list (varied based on the type of field you have chosen for record selection) will
appear.

If you have chosen a comparison operator that only compares to one item, (such as equal to, lessthan,
or greater than), a second pull-down list will appear. If you have chosen an operator that can compare
to multiple items (such asisone of, startswith, or islike), the second pull-down list will appear along
with amultiple-item box that will allow you to choose more than one code. Add and remove items
from the multiple-item box by clicking the Add and Del buttons that appear next to the box.

NOTE: Viewing each page of your report prior to using the Select Expert populates this pull-down list.
If you have not viewed all the pages and the list isincomplete, you may type in your choice free form.

A “No Data Returned” response may be received when using the equal comparison operator in
conjunction with an unusually long vendor name from the pull-down list. This occurs when the width
of the vendor name field within FASTRACK is not wide enough to display the same value contained in
the stored procedures of the report. If this situation occurs, try using the starts with comparison
operator instead of equal. Key in the first few characters of the vendor name in the pull-down box and
click the OK button. Data should now be returned for the vendor. If more than one vendor starts with
the same characters, all possible vendors will be returned.

Select areport value from the second pull-down list. The Select Expert does not limit you to
comparing just one field. You may create as many tabs and comparisons as you need by clicking on the
<new> tab above the pull-down lists and then repeating steps 3 through 6 until you have completed the
compound selection of coding you wish to filter by.

Once you are satisfied with your selection(s), click OK.
Your report with a subset of data based on your selected search criteria is displayed.

To go back to your original report, ssmply reopen the Select Expert and change the comparison
operator field to isany value, and then click OK. Thiswill reverse the selection criteriayou have
chosen and redisplay your original report.

NOTE: When using the Select Expert to run a sub report with specific criteria, each subsequent subset
created will go against the latest sub report data and not the original report.

The beginning and ending balances do not change for the report with a subset of data. Your report will still
reflect the balances of the original report. However, the period activity total will be adjusted based on the

criteriafrom the Select Expert. If the report is required to reflect specific criteriafor al the beginning and

ending balances, the report must be re-run.

seleck Expert x|

cr.zsubobject | sHews |

MHew. I

Delete

Browse. .

k. I Cancel Help Show Formula = I
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Select Expert Comparison Operators

Operator

Any Value

Equal To

One Of

Less Than

Greater Than

Between

Starts With

Like

Description

Thisisthe same as having no selection criteriaat all. s Any Value meansit doesn't matter
what isin the field—all records will be included in the report.

The field must be exactly equal to what you specify.

Y ou can specify more than one item to compare to by adding multiple comparison itemsto a
list. If thefield is exactly equal to any of them, the record will be included.

The field must be less than the item you are comparing to. If you are comparing numbers, the
field must be smaller numerically. If you are comparing dates, the field must be an earlier date.
If you are comparing strings, the field must be lower in the alphabet.

The field must be greater than the item you are comparing to. If you are comparing numbers,
the field must be larger numerically. If you are comparing dates, the field must be a later date.
If you are comparing strings, the field must be higher in the al phabet.

Allows you to select two itemsto create a comparison range. The field must be between, or
equal to, the two items. The same type of comparison is used as with less than and greater than:
numbers compare numerically, dates compare chronologically, and strings compare
alphabeticaly.

Allows you to specify "leading" charactersto compareto. If the first charactersin the field
equal the specified characters, the record will be returned.

You can look for partial text matches using wildcard characters to search for records that
contain particular characters or groups of characters. When you specify your comparisons, you
can use a question mark to indicate that one character in the field at that position can contain
anything. Y ou can use an asterisk to indicate that the rest of the field from that point on can
contain anything.
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Using Sort Order in Crystal Offline Viewer

Sort Order is afeature available with Crystal Offline Viewer. It allows users to sort data within each
column on the report. To sort a specific field:

Ay
1. Click the Sort Order button “% on the Crystal Offline Viewer toolbar.
The Record Sort Expert dialog box opens, listing the Available and Sort Fields.

2. Under the Available Fieldslist, scroll down and find the report field to be sorted and use the right
arrow > key to move the field name over to the Sort Fields. The selected field will be added to the Sort
FieldsList.

NOTE: Field names that end with “selected” are those fields you selected from the Schedul e Parameter
screen and appear in the header of your report. You only want to choose the field name that does not
end with “selected” and has a column heading in your report to perform the Sort function.

3. Onceyou are satisfied with the field you want to sort, specify the Sort Direction for thisfield, either
Ascending or Descending order, then click OK.

4. If sorting by more than onefield, select the second field you want the data to be sorted by and add it to
the Sort Fieldslist.
Tip: Theorder of thefieldslisted in the Sort Fields box is the order by which datais sorted.

5. Asyou add each field to the Sort Fields list, specify the Sort Direction.
6. Click OK. Records are sorted based on the valuesin the Sort Fields list.

=% Record Sort Expert x|

Available Fields: Sort Fields: P
= mg A| 5 | 'S Group #3 crgroup_3 - -
----- cr.ermar_line 'S Group #4: crgroup_ 4 -

<

=
= cramount | 'S Group #5: crgroup 5 -

&
&
&
..... E= cragency tite 'S Group #E: crgroup_ B -4
..... = o1 hisnnium 'S Group #7: crgroup_7 -4
----- = crhransactionz_through 'S Group #5: crgroup_ 8 -4
..... Bl CrsUser_hame IEEI & - cr.vendor_name -
----- = oy zubobject
..... &= crsubsubobject — Sort Direction:
----- m= cr.object_zelected - % Aszcending
T T '|""‘"'_,|_I " Dezcending

()% I Canicel Help

Searching a Report Instance

The new Search functionality in the History Page allows the usersto filter report instances by Status, User
ID and Date. The users may choose a value from the drop down box or enter avalue in the free-form box
then click “Go” or press “Enter” to see the desired report instances.
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The History Page contains three filters for searching the report instances. It will default to the User’s own
report instances with All Statuses and All Dates when the user goesto the initial History Page.

e The Satusfilter isadrop down box containing all the possible statuses of a report instance such as
Success, Failed, Paused, Pending, Recurring, Running, and All Statuses. The Status value will be
defaulted to “All Statuses’ when the user goes to a History Page. The user may choose a different
status from the drop down box to limit the report instances to that specific status.

e TheUser filter isafree-form box for usersto enter a particular User ID under the “Run By”
column. The value will be defaulted to the User ID who logs into the system. The User ID can be
entered as an exact value or apartial value. If the user enters the exact value, the system will
return all the report instances faster than a partial value. A “*” may be used for a partial searchin
front, after or both of the values entered in the User box. For example, to filter al reports for
Agency 105, enter “*105” in the User Box and press Enter. If “All” or blank is entered in the User
box, the system will return all report instances run by al usersfor the “Status’ and “Date” filters
that were entered.

o TheDatefilter isafree-form box for usersto enter a specific month/date/year (MM/DD/YYYY)
to get alist of al the report instances for that date with the specified “ Status” and “User” filters
entered by the user. The complete MM/DD/YY Y'Y format is required. No partial date value will be
accepted. The value will be defaulted to “ All” for all reports run for the user who logsinto the
system.

Deleting, Pausing and Resume Report Instance(s)

With CE10, you may delete, pause or resume more than one report at atime. Use the Delete, Pause, and
Resume buttonsin the History page to delete a Success, Pending, Running, Failed report instances, to
pause a Recurring report, or to resume a Paused report instance. Choose a report instance or a group of
report instances from the " Selected" column and click the Delete, Pause, or Resume button.

Printing Reports

For the DHTML viewer, two options for printing reports are available: Active X printing control and Acrobat
Reader printing control, described below. You select the desired option from the Crystal Report Preferences
menu described previously on page 13. To print areport, click on the report’s Instance Time to display the
report in the viewer.

TheActiveX Printing Control needs to be downloaded in your workstation to print areport. If the customers
don’'t have the administrative rights to complete the download, please consult with your Agency Information
Technology (IT) Support Staff.

Downloading the ActiveX Printing Control

Your IT staff will login to your workstation.
You then can login to the Enterprise Reporting CE10 Web Site.

Go to the History Page to view areport that you have scheduled. If thisisyour first time logging into CE10 and
don't have any report scheduled yet, you may typein * 105 (the last digit could be your agency number) in the
User Name field on the History Page and press Enter. It will bring up any reports that other customersrunin
your agency. Click the Instance Time of one of the Crystal Report to view it.

Click the Print icon to print the report. The following screen will appear.
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Click Yesto complete the download. A print dialog box will appear for you to proceed with your printing.
3 oot nepons vier saerosonn el <k .ol ] At S TS ol IS
B 8 Z G Denreon=l [ a7ae b p) [ ] ] B o] et

#-030 - Information Services @FM Oﬂ‘ice
H-050 - Statewide Accounting Allotment Exp
#-110 - Statewide Systems

Report Number: FT-AEF0G

x| D

Do pou want toinztall and run "Croztal Repart Print
Control’ signed on 7/9/2004 4:35 A and distributed by FY aflotmen
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Business Objects Americas 296454
A2AT5780
Publizher authenticity verified by YeriSian Clasz 3 Code 10.253.000

Signing 2007 Cf

Cautioh: Business Dbjects Americas asserts that this
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Ve | Mo I Mare Infa

=
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TheActiveX printing control option provides the ability to print the report directly from the viewer when the
Print option is selected. If this control has been installed in your computer, the print dialog box illustrated below

will display.
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Click on Print to print the entire report. You may change the page range before printing, if needed.
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Adobe Reader Printing Control

The Acrobat Reader printing control provides the ability to print the report from the Adobe Acrobat application.
When the print option is selected from the viewer, the print dialog box illustrated below displays. Click on OK.
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f wa A% wit s =
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1. In tha\neat dialog that appears, select thi “Opan this fle” option and chok the O _Eﬂ
button £]
2 Click the printer icon on the Acrobat Reader Menu rather than the pring button on . = dak b s ,_’-‘..
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NOTE: The default is set to print only 1 page. Please remember to changeit to “All” before clicking OK to
advance with the Adobe printing option. Otherwise, your report will only print the first page. From the
preliminary technical analysis, this seemsto be a rather difficult task to change the default setting to print all

The File Download dialog box will display. Click on Open.
|

Some files can hamm vour computer. IF the file infarmation below
looks suzpicious, or you do nat fully trust the zource, do not opern ar
zave thiz file.

File name: Crystalfiewer. pdf
File type:  Adobe Acrobat Document

From: reporting. of . wa, gow

Wwhould pou like to open the file or zave it bo pour compuker?

Cancel More Info

v “ElEnE azk before apening thiz hpe alhle

The report will open in Adobe Reader, illustrated below. You can then print the report. One advantage of this
print option is reports formatted for legal-size paper will print on letter-size paper. NOTE: For better
performance, we recommend exporting reports longer than 50 pages to a PDF file and printing it from Adobe
Reader.
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Exporting Reports

This section provides instructions on how to export reports to afile format different than the report’s default
format using the DHTML viewer. The CE10 interface provides you with the following file format export types:
Crystal Report (.rpt)

Adobe Acrobat (.pdf)

Microsoft Word (.doc)

Microsoft Excel 97-2000 (.xIs)

Microsoft Excel 97-2000 (Data Only)

Rich Text Format (.rtf)

NOTE: When you export areport to afile format other than the report’s default format (usually Crystal
Report), you may lose some or all of the formatting that appears in the original report. The application attempts
to preserve as much of the formatting as the export format allows.

The export feature now provides the ability to specify which pages to export. You can choose to export all pages
or arange of pages. Please note that the only two formats that don’t have the option to export arange of pages
are Crystal Report and Microsoft Excel 97-2000 (Data Only).
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Technical support will be provided for the most commonly used formats: Acrobat PDF and M S Excel
spreadsheet. MS Excel-Data Only is a new format type available in this version. The MS Word and Rich Text
Format types are available for your use, but limited support will be available for them.

NOTE: For better performance, we recommend exporting reports longer than 50 pages to a PDF file and
printing it from Adobe Reader.

The difference between the M S Excel 97-2000 and M S Excel-Data only formats are as follows:

MS Excel attemptsto preserve the look and feel of the original report. It will export the report with page
headers and the report body. However, some data fields may span two or more columns.

An improvement in thisversion for MS Excel is group headers on the second and subsequent pages will now
display.

The Excel-Data Only format exports the report body, including group headers, detail lines, and group footers.
Thisfacilitates the ability to manipulate report data after exporting.

When exporting reports in the Allotment Expenditure categories, use the MS Excel format to retain good format
integrity. For reports in the Expenditure Activity categories, use the MS Excel format if you wish to retain the
origina report format with page headers and footers intact. Use the MS Excel-Data Only format if you need to
mani pul ate the data after exporting.

To export areport, follow the steps below.

Bring up areport in the viewer and click on the Export icon in the upper left corner of the viewer toolbar.

<1 Crystal ReporLs Viewer - Microsoft Internet Explorer =2 x|
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B - Enployee Benefits
674423 437345 337078 91un3| 39513 39513 39513 39513
1 1

38300 %) 5 sasacy| 41901 40371 =
| | |

e B5 e



Enterprise Reporting

State of Washington — Office of Financial Management

The Export Report dialog will display. Select the appropriate format type and page range. Then click on OK.

/3 Export the Report - Microsoft Internet Explorer -0l x|

File Edit ‘“iew Favorites Tools Help ﬁ

Export Options

Please select an Export format from the list.

-

I.f-\crobat Format (FDF)

Crystal Reports (RFT)
Enter the Hacrabat Format (PDF) to Export.

& Al M5 Word
WS Excel 97-2000

© Pages tS Excel 97-2000 (Data only)

9 Rich Text Format
From: |1 To: |l
Ok |
|&] Dore l_l_’_|° Internet Y

The File Download window illustrated below will display. Click on Save.
x|

@ Same files can harm your computer. |F the file infarmation below

looks suzpicious, or you do not fully trust the source, do not opey
zave thiz file.

File name:  Ciystalfieser. pdf
File type:  Adobe Acrobat Document

Fram: reporting. afm.wa. gowv

“whiould pou like to open the file or zave it to your computer’?

Cancel More Info

¥ | slways ask before opening this bpe of file
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An Exporting Report dialog box will appear. Navigate to the desired file location and enter afile name, then
click on Save.
savess 21|
Savein |4 CE1D | = ®E ek E-

ile name: ISampIe Report //_"r < Save i)
Save as type: IAdobe Acrobat Document j Carcel |

7

After the file has been successfully downloaded, the window illustrated below will display. You may choose
Open to open the file immediately, or select Close and open the file in the appropriate application.

Download complete oy ] A |

A

I

= Download Complete

Saved:
Crystalfieser. pdf from reporting. ofm.wa. gov

Downloaded: 102 KE in1 sec
Download ta: C:ADocuments an.. \Sample Repart. pdf
Transfer rate: 102 KB/Sec

[~ Close this dialog box when download completes

Open Open Eolder | Cloze I
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Logging Off

To log off, return to the Home screen and click on L ogoff in the upper right corner.

3 Enterprise Reporting - Microsoft Internet Explorer ;Iglil

File Edit Wiew Favorites Tools Help

$HBack -~ = - @ 3 | @Search (5] Favorites @Media @ | %v S = @

Address I@ http:ffreporting, ofm. wa, gov available. csp \i /ﬂ\QGO | Links **
]

) = Organize | 2 Prefersnced | & Logoff | 9 Help =
search: [ EENE|

& Home Account: sched105
L3 Favaorites

..[[] Financial Reports = [ Allotment Expenditure Status

Folders

Mo folders Allotment Expenditure Status by Activity
Schedule | Schedule with Selection Values | History
Instances: &

Allotment Expenditure Status by Agency fActivity
Scheduls | Schedule with Selection Values | History
Instances: 5

Allotment Expenditure Status by Agency fOrganization Index
Schedule | Schedule with Selection Values | History
Instances: 4

Allotment Expenditure Status by Agency /Program
Schedule | Schedule with Selection Yalues | Histaory
Instances: 4

Allotment Expenditure Status by Agency/Program Index
Schedule | Schedule with Selection VYalues | History
Instances: 6

Allotment Expenditure Status by Agency /Project
Schedule | Schedule with Selection Walues | History
Instances: 5

Allotment Expenditure Status by Agency fSub Program

Scheduls | Schedule with Selection Values | Histaory
Instances: 4

|@ ’_ ’_ ’_ |ﬂ Internet

Bl
4

NOTE: Your session will automatically time out if you are logged on for more than 20 minutes, but you do not
select a menu option (such as pressing Add on the parameter screen) or navigate to a different screen. A
message will be displayed notifying you that your session is no longer valid. You will have to log off and log
back on. Thisruleis necessary because of the application’s licensing requirements.
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Financial Reports - Multiple Value Selection

The multiple value selection features in Enterprise Reporting support the input of more than one account code
value (up to 250 characters per parameter) in the free-form text field. This feature may be used with both
hierarchical aswell as non-hierarchical account coding.

Thergject criteriafeature identifies data to be excluded from the parameter selection. When used together, the
multiple value selection and reject criteria features provide you with increased flexibility in devel oping reports.
Lists, ranges (or a combination of both), and wild card characters can be used with multiple value selections and
reject criteria. These features are available for most of the Enterprise Reporting selection parameters by using
the free-form text fields for manual entry.

The possibility for error increases if the format and editing rules for free-form input are not followed. As a
general guide, always follow the format from the pre-defined pick list menus on the Schedule Parameter Screen.
The Enterprise Reporting specifics section outlines those rules to ensure error free results. There are separate
editing rules for hierarchical values, non-hierarchical values, reject criteria, aswell as for the remaining pick list
parameters.

/] Enterprise Reporting - Schedule - Microsoft Internet Explorer =TT
Schedule =

@ schedule | ¥ Cancel | 2 Help

Allotment Expenditure Status by Program Index

Customize your options:

Personal Title:

Mew value: | gddl

Current value: Mo current value has been set.,

Show parms on every page:

Mew value: m Add |

Current value: No current value has been set.

Biennium:
Mew value:  [zp05 [Default values: =] _add|
Current value: No current value has been set.

Agency:
Mew value:  [3pp [Default values: =1 .é\ddl
Current value: No current value has been set.

Fiscal Month:
Mew value:  [Tcyrrent | Default values: | Addl
Current value: No current value has been set.

Fund:

Mew value: [+ [Default values: =] add |
Current value: No current value has been set.

Appropriation:
Mew value: [+ | Default values: | 2dd |
Current value: No current value has been set.

Appropriation Index: LI
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Editing Rules for Non-Hierarchical Account Codes

This section describes the input format editing rules for non-hierarchical pick list parameters.
The following represents some of the standard non-hierarchical account codes and their parameter length.

Program Function 2 10
Program 3 010
Program Index 5 E1234
Division 2 40
Organization Index 4 4123
Project 4 9999
Appropriation 3 011
Appropriation Type 1 1
Appropriation Index 3 020
Fund 3 001
Object 1 E
Sub Object 2 EA
Major Group 2 03
GL Account 4 6510

You may input a specific code representing the desired data value. The value must contain the appropriate
number of characters for the referenced parameter as shown above. You should also verify that codes entered

arevalid for your agency.
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You may also input more than one specific value with the non-hierarchical account codes using either one or a
combination of the following delimiters:

“*" for wild card — represents a sequence of one or more of any charactersin this code. The wild card
cannot be used in ranges.

“?" for replacement character — represents any single character in this code. When used as part of a
range specification, the interpretation of the “ ?" replacement character is as follows:

Any “?" characters found in the lower boundary specification are changed to
“0" (zero) —the lowest possible alphanumeric character. See example in the next section.

Any “?" characters found in the higher boundary specification are changed to
“Z" —the highest possible alphanumeric character. See example in the next section.

“-* for a range — includes the lower and higher valuesin this code.

“” for alist — combines any or all of the above supported input coding formats into a compound
specification by separating each code with a comma.

“~" for a blank code value — requests data containing al blanksin the desired column. A blank value
or “0000” inAFRS istrandated to “~" or described as “non-specified” in FASTRACK. A singletildeis
used regardless of the length of the desired column.

“[1” for reject —vaues within the brackets will be excluded from the report.

Tip: Free-form parameter fields have a maximum length constraint of 250 characters. Spaces are not needed
for delimiters.
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Following are examples of valid uses of non-hierarchical wild card (*) / replacement (?) input specifications:

Fund Examples:

* All Funds

%* Any Fund with 2™ character = “6”
67?2 Any Fund with 1% character = “6”
6* Any Fund beginning with “6”

Program Index Examples:
7 All Program Indexes

1723+ Any Program Index with 1% character = “1” and
3 character =“3"

*127? Any Program Index with 3" character = “1” and
4" character =2

*2 Any Program Index with last character = “2"

Following are examples of invalid uses of non-hierarchical wild card (*) / replacement (?) input
specifications:

Fund Examples:

5? Not enough characters
*345 Too many characters
*347? Too many characters

Program Index Examples:

esde Not enough characters
*1234? Too many characters
12345* Too many characters
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Following are examples of valid uses of non-hierarchical ranges (-) / replacement (?) input specifications:

Fund Examples:
001-101

200-210

27?2-37?

Program Index Examples:
23500-23599

23570-27799

Any Funds between “001” and “101”
Any Funds between “200" and “210”

Any Funds between “ 200" and “32Z”

Any Program Indexes between “23500” and “23599"

Any Program Indexes between “23500” and “27799"

Following are examples of invalid uses of non-hierarchical ranges (-) / replacement (?) input specifications:

Fund Examples:
001-10
2100-210

-001

Program Index Examples:
23500-99

23500-

Fund Examples:
001-1?720

*-001

Program Index Examples:

23500-907?

23500-236*

High boundary has too few characters
Low boundary has too many characters

Missing low boundary

High boundary has too few characters

Missing high boundary

High boundary too many characters

Cannot use “*” wild card in range

High boundary too few characters

Cannot use “*” wild card in range
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Following are examples of valid uses of non-hierarchical list (,) input specifications:

Fund Examples:
001,01P,025 Funds“001”, “O1P", and “025"

108,290,422,547 Funds“108”, “290", “422", and “547"

Program Index Examples:

23500,23599 Program Indexes “23500” and “23599"

E1234,A2345,C3456 Program Indexes* E1234”, “A2345", and “ C3456"

Following are examples of invalid uses of non-hierarchical list (,) input specifications:

Fund Examples:
001,01P 025 547 Comma not included between some values

100-210 Range not list

Program Index Examples:
23500235012350323505 Missing comma between all values

23500’ 25800’ 28741- Incorrect separator between values

Following are examples of valid uses of non-hierarchical blank code (~) input specifications:

Fund Examples:

~ All blank code Programs

Program Index Examples:
~ All blank code Program Indexes
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Following are examples of invalid uses of non-hierarchical blank code (~) input specifications:

Fund Examples:

0~1,01~ Tilde should be used as standalone

Program Index Examples:

23~~0,C3~01,23~~~ Tilde should be used as standalone

Editing Rules for Hierarchical Account Codes

When making hierarchical data selections, you may either make your code selection from the drop-down list or
enter your selection in the free-form text field at the lowest level of the hierarchy being used to filter your data.
The codes for each level of the hierarchy are separated from the other levels of the hierarchy with the “/”
character. For example, if you wanted to filter your data at the Activity level, you would use the Activity
selection parameter. The Program and Sub Program portion of the hierarchy areincluded in that selection. It is
not necessary to make any selection in the Program or Sub Program parameter.

Please note that if there is any value selected for the higher level of hierarchy account code the lowest level of
hierarchy in the account code will override the higher levels. For example, if you selected Program 010 and
Program Index Al*, the Program Index would override the Program. You would get Program Index starting
with Al instead of all of Program 010.

Following are examples of standard hierarchical account codes and their parameter length:

Sub Program 2 010/02

Activity 2 010/02/01

Sub Activity 2 010/02/01/03
Task 2 010/02/01/03/04
Branch 2 01/02/

Section 2 01/02/03

Unit 2 01/02/03/04
Cost Center 2 01/02/03/04/05
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Sub Project 2 0112/02
Project Phase 2 0112/02/03
Sub Sub Object 4 EA/0110
Major Source 2 03/17

Sub Source 6 03/01/223344
Subsidiary Account 6 5154/105000

The input formats allowed at each level of the hierarchy are limited to one of the following three formats:
= Asinglecode
= The"“~" (tilde) character to specify ablank code
= A wild card/ replacement character specification for asingle code “*” or “?”
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Following are examples of valid uses of hierarchical input specifications:

Sub Program Examples:

010/02 Program = “010"
AND
Sub Program = “02"
*/02 Any Program
AND
Sub Program = “02”
010/~ Program = “010"
AND

Sub Program = “Blank Code’

Section Examples:

10/30/55 Division =“10"
AND
Branch =“30"
AND
Section = “55”

50/* /1~ Division =“50"
AND
Any Branch
AND
Section = “Blank Code”

Following are examples of invalid uses of hierarchical input specifications:

Sub Program Examples:

010 Too few levels
010/02/345 Too many levels
010/020 Value input for Sub Program level “020” istoo long

Unit Examples:

10/20/30/40-10/20 Hierarchy incomplete in the high boundary

40/37-45/20/10/30 Hierarchy incomplete in the low boundary

e 77 o



Enterprise Reporting

State of Washington — Office of Financial Management

Editing Rules for Reject Criteria

This section describes the input format editing rules for the Reject criteriawith hierarchical pick list parameters.
Using the reject criteria function allows rejection of data. The rules below should be followed when using this
feature:

1 UseBrackets“[]” to define the datato be rejected.
Use only one set of brackets per parameter.

Reject isvalid only at the end of each parameter.
Separate selections by using a comma.

List (,), ranges (-), wild card (*), and replacement characters (?) are allowed within the brackets,
however the wild card “*” is not supported within arange.

Editing rules for multiple selections within the brackets are the same as regular selection criteria.

Following are examples of several valid input specifications with the Reject criteria. An explanation is provided
with each example, detailing the data returned based on the specification:

ga b~ WN

Pick List Parameters Valid Inputs Description of data returned
Project Phase 0020/02/?7?- Any Project / Sub Project / Project Phase
0030/04/??,[0020/02/03] between 0020/02/00 and 0030/04/Z2Z
except for 0020/02/03
Project 999?,[999Z] All Projects that start with “999”
except for Project 9992
Program 010-080,[060,070] Programs 010 through 080
except Programs 060 and 070
010-080,[050-070] Programs 010 through 080
except Programs 050 through 070
010/02-010/05,[010/04] Program 010 with Sub Programs 02 through 05
except Sub Program 04
Program Index C*-F?777?[E*] All Program Indexes beginning with “C”

through all Program Indexes that begin with “F”
excluding all Program Indexes that begin with “E”

Organization Index A420-B500,[~] Organization Indexes A420 through B500
except for any blank coded Organization Indexes
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Following are examples of several invalid input specifications with the Reject criteria:

Sub Project:

0010/02-0020/04,(0020/99) Invalid reject character. Must be square brackets.
0010/02-0020/04,[0020/77],[0020/99] Too many brackets. Only one set of square bracketsis allowed.
Fund:

001-500,[300],600-900 Brackets are only valid at the end of the parameter.
[057],001,035 Brackets are only valid at the end of the parameter.

Program:

010-080,[0200] Too many charactersin reject criteria

010-0800,[020] Too many charactersin high boundary.

Organization Index:

D300-D400[D350] Comma missing before reject selection.

D300-D400,[[D350]] Invalid character for Reject. Must be a single set of square brackets.
Program Index:

F1200-F3200,[ F1500-F19*] Cannot use wildcard in range.

Following is an example of acompound list of fund specification:
001,030,*4,700-750,~,97?-93?,[ 725]
The data returned would be report information containing:

Fund = “001”

AND

Fund = “030"

AND

Fund ending with the character “4”

AND

Fund between “700” and “ 750" inclusive
AND

Fund=* " (blank code)

AND

Fund between “900" and “93Z" inclusive
AND

Reject Fund 725
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Editing Rules for Remaining Pick List Parameters

Vendor Name Input Specifications

Since vendor name data may contain commas or other special characters, only single, literal-value inputs, or
inputs with wild cards are supported by the vendor name parameter. Ranges and lists are not supported. You
may enter the exact spelling of the entire vendor name or use the wild card (*) as needed either in front or after
the vendor name. Please note that using the wild card both in front and after the vendor name may cause the
report to run longer. If the input vendor name does not match what isin the system, the report will return with
“No Data”.

Following are examples of valid vendor name inputs:

Valid Inputs Description of data returned

Fred Meyer* All vendor names that start with “Fred Meyer”.

*Auto Parts All vendor names that end with “Auto Parts”.

*Cuellar* All vendor names that have the characters of “Cuellar” in them.

Note: Inputting the “*” in front and after the vendor name input may
cause the report to run longer. Unlessit is absolutely necessary, please
limit the wild card to only preceding or following characters.

Number Input Specifications

At thistime, there are no pick list parameters for the vendor number / vendor number suffix. When the input
specification contains the “/” character, the input is edited and processed as a hierarchical specification—
including both vendor number and vendor number suffix. When the input specification does not contain the “/”
character, the input isinterpreted and processed as a non-hierarchical specification for vendor number without
regard to vendor number suffix. The length for vendor number is 10 and the length for vendor number suffix is
2.

Tip: If both vendor name and vendor number are entered in the selection parameters and they do not match,
vendor number will override vendor name.
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Following are examples of valid vendor number (and vendor number suffix) inputs:

1234567890 Vendor number = “1234567890” and any suffix

1234567890/* Vendor number = “1234567890" and any suffix (functionally the
same as previous)

1122334455,6655443322 Vendor number = “1122334455” OR “6655443322" and any of its
suffixes

1234567890/10 Vendor number = “1234567890" AND suffix =“10"

755+ Any vendor number with 2™ and 3 characters equal to “5”

Following are examples of invalid vendor number (and vendor number suffix) inputs:

123456789 Too few characters for vendor number
01234567890 Too many characters for vendor number
0123456789/10,9876543210/99 Too many levels

(cannot combine multiple hierarchy specifications)
1234567890,0987654321/00-49 Cannot support list of vendor numbers or range of suffixes
*/10,20,30 Cannot support list of suffixes
55*/99 Cannot support this wildcarding in hierarchy
1122334455/020 Too many characters for suffix

Current Document Number / Current Document Number Suffix input specifications

Since the current_doc_num or current_doc_num_suffix data may contain commas or other special characters
that we have otherwise reserved, only single, literal-value inputs, or inputs with wildcards are supported by
these parameters. Ranges and multiple-value lists are not supported.

Reject criteria are also supported as long as the input specification starts with '[* and ends with *]'. Square
brackets in any other position will result in an error message being generated.

If theinput criteria contains the tilde (~) character, the only allowableinput values are'~' or '[~]". All other
input criteria containing the tilde (~) will result in an edit error message being returned

Theinput value for @picklist_current_doc_num may not be longer than 8 characters without reject criteria, or
10 characters including the beginning and ending reject criteria square brackets.
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The input value for @picklist_current_doc_num_suffix may not be longer than 2 characters without reject
criteria, or 4 characters including the beginning and ending reject criteria square brackets.

Following are examples of valid current document number inputs:

12345678 Current document number = “12345678"

12-345 Current document number = “12-345

Note: hyphen isinterpreted as aliteral

12/34567 Current document number = “12/34567"

Note: hyphen isinterpreted as aliteral

12345 Current document number = “12345”

755+ Any current document number with 2™ and 3 characters equal to
13 5”

123456*

_— Any current document number beginning with ‘123456’

Any current document number with 2™ and 3" characters ‘5’

Following are examples of invalid current document number inputs:

123456789 Input value longer than 8 characters (w/o reject)
[123456789] Input value longer than 10 characters (with reject)
Input value longer than 8 characters (w/o reject)
123400-123499
Note: hyphen isinterpreted as aliteral
127,[128] Reject criteriamust apply to entire input specification

Agency Input Specifications
The Agency input must be either the literal text Home Agency or avalid 4-character (e.g. 1050) agency code.

Parameters other than account codes

All pick list parameters such as Expenditure Content, Fiscal Month, Fiscal Year, etc. do not support free-form
input and require inputs to be exactly as they appear in the pre-defined pick list menu on the Schedule
Parameter Screen.
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Financial Flexible Reports

Flexible reports give you the ability to create reports that have data displayed in amanner that is functional to
you and your business requirements. The features available in the flexible reports include report groups,
standard sections, custom sections, optional subtotals, and beginning and ending balances. Enterprise Reporting

also gives you the ability to suppress these features in creating your reports. Flexible reports fall into two
categories, Non-Section and Section.

Non-Section Reports
Non-Section reports are those that do not contain any standard or custom sections. Some of the non-section

reports are Expenditure Activity, General Ledger Summary and Revenue Activity. These reports use report
groups, optional subtotals, and beginning and ending balances.

Report Groups

Report Groups give you the ability to select the account codes that will be used to display datain your
report. There are 4 to 8 report groups depending upon the report. You may make selections for one,
some, or all groups within the report. You may also choose to select no groups. If no groups are

selected, the data that is returned will be at the agency level. The detail line of the report is always the
data for the lowest group.

Example 1
Report Groups
Group 1 —Fund
Group 2 — Program
Group 3 — Program Index
Group 4 — Organization Index (lowest group)
Detail line for Organization Index

Detail line for Organization Index
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Subtotals

Subtotals can be chosen for any level of grouping within the Report Groups. You can choose to see sub-
totalsfor all, some, or none of the report group levels. This option is available in the non-section
reports only. Subtotals will always appear in reports that contain standard and custom sections.

Report Groups
Group 1 —Fund
Group 2 — Program
Group 3 — Program Index
Group 4 — Organization Index (lowest group)
Detail line for Organization Index
Detail line for Organization Index
Subtotal Group 4 — Organization |ndex
Subtotal Group 3 — Program Index

Subtotal Group 2 — Program

Subtotal Group 1 — Fund
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Beginning and Ending Balances

The Include Balances option will provide the beginning and ending balances for each group for the
time period selected if Yesis chosen from the pick list.

Example 3

Report Groups

Group 1 —Fund Beginning Balance
Group 2 — Program Beginning Balance
Group 3 — Program Index Beginning Balance
Group 4 — Organization Index (lowest group) Beginning Balance

Detail line for Organization Index
Detail line for Organization Index

Subtotal Group 4 — Organization |ndex Period Activity
Ending Balance

Subtotal Group 3 — Program Index Period Activity
Ending Balance

Subtotal Group 2 — Program Period Activity
Ending Balance

Subtotal Group 1 — Fund Period Activity
Ending Balance

Total All Activity

Section Reports

Section reports are those that contain standard and/or custom sections. Some of the section reports are
Allotment Expenditure Status, Expenditure Summary, and Revenue Status.

Standard Sections

A standard section is static and always contains the same data sel ections for various account code
structures, based on the specified account code hierarchy for the section and the combination of the
account code hierarchy you've chosen. You can choose to not display these sections by choosing None
on the pick list. Some of the standard sections available in reports are:

= Fund/Appropriation Section

= Appropriation Type/ Fund Section
»  Staffing Section

=  Qrganization Structure Section
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= Project Structure Section
= Object Structure Section

Report Groups
Group 1 - Fund
Group 2 — Program
Group 3 — Program Index
Group 4 — Organization Index (lowest group)
Standard Section —Fund/ Appropriation (within each Organization Index)
Group 5 — Fund
Group 6 — Appropriation
Detail line for Organization Index
Detail line for Organization Index
Total for Fund
Standard Section — Project Structure (within each Organization Index)
Group 5 — Project
Group 6 — Sub Project
Group 7 — Project Phase
Detail line for Project Phase
Detail line for Project Phase
Total for Sub Project

Tota for Project
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Custom Sections

Custom sections are dynamic and allow you to decide what data you want displayed in these sections.
Reports have one or two custom sections with four group levels within each section. You may select
some or al groups within the section, or choose to suppress the section by selecting None for all

groups.

Report Groups
Group 1 —Fund
Group 2 — Program
Group 3 — Program Index
Group 4 — Organization Index (lowest group)
Custom Section  — Object (within each Organization Index)
Group 5 — Object
Group 6 — Sub Object
Group 7 — Sub Sub Object
Detail line for Sub Sub Object

Detail line for Sub Sub Object

Total for Sub Object

Tota for Object
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Standard and Custom Sections
The following example includes both standard and custom sections(s):

Report Groups
Group 1 —Fund
Group 2 — Program
Group 3 — Program Index
Group 4 — Organization Index (lowest group)
Standard Section —Fund/ Appropriation (within each Organization Index)
Group 5 — Fund
Group 6 — Appropriation
Detail line for Appropriation
Detail line for Appropriation
Total for Fund
Standard Section —Project Structure (within each Organization Index)
Group 5 — Project
Group 6 — Sub Project
Group 7 — Project Phase
Detail line for Project Phase
Detail line for Project Phase
Total for Sub Project
Total for Project
Custom Section  — Object (within each Organization Index)
Group 5 — Object
Group 6 — Sub Object

Group 7 — Sub Sub Object
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Detail line for Sub Sub Object
Detail line for Sub Sub Object
Total for Sub Object

Total for Object
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Financial Report Schedule Parameters

Enterprise Reporting uses Schedule Parameters to filter data and produce reports. The choices you make in each
of the parameter selections will determine the filters used to produce the reports you request. Detailed parameter
information, provided for quick access, isin the next section. A complete list of parameters used in Enterprise
Reporting is shown below. Please note that not all reports contain all parameters.

No Schedule Parameter Pick List Default Comments

1 Personal Title Blank Optional —title will appear below
the report heading.

2  Agency Home Agency Y ou may override the home

agency with an actual agency
number (e.g. 1050).

3 Begin Fiscal Month Current Y ou may specify abeginning
month within a biennium
(FMO1 —24A).

4  End Fiscal Month Same as beginning Y ou may specify an ending month

within a biennium that is equal to
or greater than the beginning fiscal
month (FMO1 — 24A).

5 Fiscal Month Current Thisis As of fiscal month. Data
shown on report will be from
FMO1 through the fiscal month
selected for BTD reports. For
FYTD report, datawill be from
first fiscal month of year selected
through the fiscal month selected.

6 Fiscal Year Current Options:
= FY1
= FY2

7 User ID Pertains to the report requestor’s
Logon ID.
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8 Fund All Selections Account code specific to the
customer’s Home Agency.
9  Appropriation All Selections Account code specific to the
customer’s Home Agency.
10 Appropriation Index All Selections Account code specific to the
customer’s Home Agency.
11 Appropriation Type All Selections Account code specific to the
customer’s Home Agency.
12 Program All Selections Account code specific to the
customer’s Home Agency.
13 Sub Program All Selections Account code specific to the
customer’s Home Agency.
14 Activity All Selections Account code specific to the
customer’s Home Agency.
15 Sub Activity All Selections Account code specific to the
customer’s Home Agency.
16 Task All Selections Account code specific to the
customer’s Home Agency.
17 Program Index All Selections Account code specific to the
customer’s Home Agency.
18 Object All Selections Account code specific to the
customer’s Home Agency.
19 Sub Object All Selections Account code specific to the
customer’s Home Agency.
20 Sub Sub Object All Selections Account code specific to the
customer’s Home Agency.
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21 Objects to Expand *

Y ou may override the “*” to any

22

23

24

25

26

27

28

29

30

31

32

33

Include Object A and B

Division

Branch

Section

Unit

Cost Center

Organization Index

Allocation

Budget Unit

Month of Service

Project

Sub Project

No

All Selections

All Selections

All Selections

All Selections

All Selections

All Selections

All Selections

All Selections

All Selections

All Selections

All Selections

object or list of objectsto expand
to the sub-sub-object level. If you
input None, the report will only
show it at the Sub-Object level.

Choosing Yes will display Object
A and B transactions (available
only on Expenditure Activity By
Program/Sub Object/Vendor).

Account code specific to the
customer’s Home Agency.

Account code specific to the
customer’s Home Agency.

Account code specific to the
customer’s Home Agency.

Account code specific to the
customer’s Home Agency.

Account code specific to the
customer’s Home Agency.

Account code specific to the
customer’s Home Agency.

Account code specific to the
customer’s Home Agency.

Account code specific to the
customer’s Home Agency.

Account code specific to the
customer’s Home Agency.

Account code specific to the
customer’s Home Agency.

Account code specific to the
customer’s Home Agency.
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35

36

37

38

39

41

42

46

Project Phase

Major Group

Major Source

Sub Source

General Ledger Account

Subsidiary Ledger Account

Vendor Name

Vendor Number

Cost Objective

Allocation Schedule

Cost Allocation Funding Type

Batch Type

Current Document Number

All Selections

All Selections

All Selections

All Selections

0110

All Selections

All Selections

All Selections

All Selections

Account code specific to the
customer’s Home Agency.

Account code specific to the
customer’s Home Agency.

Account code specific to the
customer’s Home Agency.

Account code specific to the
customer’s Home Agency.

Account code specific to the
customer’s Home Agency.

Account code specific to the
customer’s Home Agency.

Will show al possible vendor
names with other specified account
codes.

Will show all possible vendor
numbers with other specified
account codes.

Account code specific to the
customer’s Home Agency.

Account code specific to the
customer’s Home Agency.

Account code specific to the
customer’s Home Agency.

Will show all possible batch types
with other specified account codes.

Will show &l possible current
document numbers with other
specified account codes.
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47  Allotment Content Approved and Official and internal allotments and
Adjusted adjustments. Options:

=  Approved & Adjusted
* Adjusted
=  Approved

48 Estimated Revenue Content Approved and Official and internal estimated
Adjusted revenues and adjustments.
Options:
=  Approved & Adjusted
=  Adjusted
=  Approved

49 Expenditure Content Cash, Accr (al) Options:
= Cash Expenditure (GL 6510)
= Actua Accruals (6505)
= Estimated Accruals (6560)
= Encumbrances (6410)
= Cost of Goods Sold (6516)
=  Combinations of these general

ledgers
50 Expenditure Liguidation Content None Options:
= None

= Current Biennium FY 1

=  Prior Biennium FY2

=  Prior Biennium FY1

=  Prior Biennium Capital and

Non-Appropriated
= Appropriate combinations of
the above
51 Expenditure or Liquidation Content Cash Available on Cost Allocation Rate
Variance report.
Options:
= Cash

= Accr(actual)

= Current Biennium FY'1

= Prior Biennium FY2

= Prior BienniumFY1

= Prior Biennium Capital or
Non-Appropriated
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52

53

55

56

57

58

59

60

61

62

63

Revenue Content

Revenue Liquidation Content

Program Function Content

Include Balances

Include Bien Close Trans

Include Wrap Trans

Dollars or Staff

Vendor Sort Option

Show Detail Trans

Coding Detail

Include Cost Objective or CAFT

Show FY Subtotals

Cash, Accr (al)

No

All Selections

No

No

No

Dollars

Vendor Name

Yes

Yes

No

Yes

Options:

= Cash Revenue (GL 3210)
=  Accr Revenue (GL 3205)

=  Estim Revenue (GL 3260)
= Combinations of the above

Choosing Yeswill include Revenue
Liquidation transactions.

Options:
= Operating
= Capita

= Non-Budgeted

Choosing Yes will show beginning
and ending balances of activities.

Choosing Yes will show biennium
closing entries (option only

availablein GL Account Analysis
and GL Activity Flexible Reports).

Choosing Yes will show warrant
wrap transactions.

Specifies the display of dollar or
staff month data on the report.

Or Vendor Number.

Show detail payment transactions
for each vendor.

Choosing No will result in less
account code columns on the
report.

Choosing Yes will display columns
containing Cost Objective and
CAFT data.

Choosing No will result in the
supression of FY subtotals.
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64 Show Variance No Choosing Yes will show the
variance between allotment and
actual.

65 Include Allocation and Month of Service No Available on Encumbrance
Flexible Report.

Choosing Yeswill display columns
containing Allocation and Month
of Service data

66 Show Document Total Yes Available on Encumbrance
Flexible Report.
Choosing Yeswill display totals by

document number.

67 Shade Rows No Choosing Yeswill result in shading
every other row on the report.

68 Group # None Specifies account code(s) to group
by.

69 Appropriation Type Section None Options:
= None

= Appropriation Type/Fund
= Fund/Appropriation Type

70 Fund/Appropriation Section None Options:
= None
= Fund/Appropriation
= Fund/Appropriation Index

71 Object Structure Section None Options:
= None
=  Object

*  Object/Sub Object
»  Object/Sub Object/

Sub Sub Object
= Sub Object/Sub Sub Object
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72 Organization Structure Section None Options:
= None
= Division

= Division/Branch
= Division/Branch/Section
= Division/Branch/Section/Unit

73 Project Structure Section None Options:
= None
=  Project

= Project/Sub Project

= Project/Sub Project/Project
Phase

= Sub Project

= Sub Project/Project Phase

=  Project Phase

74 Revenue Source Structure Section None Options:
= None
= Magjor Group
=  Mgagjor Group/Major Source
=  Mgagjor Group/Major Source/

Sub Source
75 Subtotal Group #/ Yes Choosing No will result in the
Period Activity Group # supression of group subtotals.
76 Major Group Total No/Yes The default for this parameter is

No or Y es depending on other
parameters you select for your
report. Yeswill display the total for
that section.

77 Major Source Total No/Yes The default for this parameter is
No or Y es depending on other
parameters you select for your
report. Yeswill display the total for
that section.

78 Sub Source Total Yes Choosing Yes will display the total
for that section.
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Financial Report Error Messages

Listed below are messages that will be displayed if the user makes input errorsin the free-form box of the
Selection Parameter Screen. The report will process successfully, but an error message will be displayed in
red on the first page of the report. The report returns only one error message at atime. If the user enters
severa erroneous values, the report processes until it finds the first error, and displays the appropriate
message. Once the user has fixed the first error the report processes until it finds the next error and displays
the appropriate error message for the second error, and so on.

1. Error Message: “Specified value for <pick list name> islonger than 250 characters.”
Explanation: User entered more than 250 characters in the free form input box for a specific
selection parameter.

2. Error Message: “Agency selection isrequired. Review your agency input below.”
Explanation: User did not select “Home Agency” or specific agency name from the Agency pick
list.

3. Error Message: “Invalid value <input pick list value> for <pick list name> specification. Review
your <pick list name> input below.”
Explanation: User entered invalid datafor pick list value.
Example—"“Invalid value “f9624” for Program_lIndex specification. Review your Program_Index
input below.”
Input format is correct, but the value either does not exist in the AFRS descriptor table or no
transactions have been posted in the AFRS warehouse with that value.
Check Chart of Accountsto verify the valueisvalid.

4. Error Message: “Beginning Fiscal Month has not been specified. Beginning Fiscal Month must be
specified whenever an Ending Fiscal Month has been.”
Explanation: User selected avalue for the Ending Fiscal Month, but did not select avalue for the
Beginning Fiscal Month. A Beginning Fiscal Month must be sel ected.

5. Error Message: “Ending Fiscal Month has not been specified. Ending Fiscal Month must be
specified whenever a Beginning Fiscal Month has been.”
Explanation: User selected a value for the Beginning Fiscal Month, but did not select avalue for the
Ending Fiscal Month. An Ending Fiscal Month must be selected.

6. Error Message: “Ending Fiscal Month selection <input ending month> is earlier than Beginning
Fiscal Month selection <input beginning month>.”
Explanation: User selected an Ending Fiscal Month that was earlier than the selected Beginning
Fiscal Month.
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Error Message: “Invalid input format in Vendor Number specification. Review your Vendor
Number input below.”

Explanation: User entered the wrong number of characters for the vendor number.

The length for vendor number is 10 and for vendor number suffix is 2.

Separate the vendor number from the suffix with a“/”.

Error Message: “Invalid input format in <pick list name> specification. Review your <pick list
name> input below.”

Explanation: User entered the wrong format for a specific selection parameter, either by entering
incorrect number of characters or invalid delimiter values.

Check pick list for correct format of the selection parameter.

Example: Sub Sub Object NB2132 should be NB/2132.

Example: Pl F96211 should be F9621.

Example: Fund * 345, too many characters should be only three characters.

Error Message: “Invalid input format in <hierarchy level name> level of <pick list name>
specification. Review your <pick list name> input below.”

Explanation: User entered the wrong format for a specific selection parameter, either by entering
incorrect number of characters or invalid delimiter values.

Error Message: “Invalid value “<input value>" in <affected hierarchy level> level of “<complete
hierarchy spec>" <pick list name> specification. Review your <pick list name> input below.”
Explanation: User’sinput format is correct, but the value either does not exist in the AFRS
descriptor table or no transactions had been posted in AFRS warehouse with that value.

Error Message: “No Data Returned”

Explanation: In summary reports, if auser selects a group but does not select a Standard or Custom
Section.

The intersection of the values for the selected parameters do not result in any data selected or equals
zero.

Error Message: “Invalid data selection. Grouping requires upper levels of the hierarchy for the data
selected: Program, Sub Program.”

Explanation: When grouping by Program Structure, Organization Structure, Object Structure,
Project Structure or Revenue Source, you must include groups for all upper levels of the hierarchy
selected down to the desired level.

Example: If user needs grouping at the Section level, you must also include Division and Branch in
group selections.

The following error messages apply to a specific report object or report category:

13.

14.

Error Message: “Invalid selection — Y ou must select at least one group or section.”
Explanation: The user must select at least one group or section.

Error Message: “Invalid selection — Y ou must select agroup.”
Explanation: The user must select a group.

¢« 00



Enterprise Reporting

State of Washington — Office of Financial Management

15.

16.

17.

18.

19.

20.

21,

22.

Error Message: “Invalid selection — Y ou must select a section or custom group.”
Explanation: The user must select a section or custom group.

Error Message: “Valuesfor Allotment Content and Expenditure Content cannot both be “None” (or
No). Review your input below.”

Explanation: User must select avalue other than “None” for either Allotment Content or
Expenditure Content, otherwise the report cannot interpret what kind of datato display.

Expenditure Summary Flexible—Error Message: “Invalid Selection - Y ou must select at least one
group or asection.”

Explanation: The user must select at least one group or a Standard or Custom Section where the
valueis other than “None”.

Error Message: “Objectsto Expand selection must equal “*” if Sub Sub Object is selected as a
Report Group.”

Explanation: This appliesto any report with sections that has the Objects to Expand parameter). If
the user selects Sub Sub Object as one of the Report Groups, Objects to Expand must equal “*- All
Selections’. The value cannot be “None” or a specific object or list of objects.

Revenue Variable Data By Month —Error Message: “Invalid selection - Estimated Revenue Content
cannot be selected in combination with other Content pick list selections.”

Explanation: If the user selects a value other than “None” for Estimated Revenue Content, the values
for both Revenue Content and Revenue Liquidation Content must be “None”.

Note: User may select avalue other than “None” for both Revenue Content and Revenue Liquidation
Content on the same report.

Cost Allocation Rate Variance — Error Message: “Invalid selection — At least one group must be
Cost Objective.”
Explanation: One of the Group Content selections must be Cost Objective.

Expenditure Variable Data By Month —Error Message: “Invalid selection - Allotment Content
cannot be selected in combination with other Content pick list selections.”

Explanation: If the user selects a value other than “None” for Allotment Content, the values for both
Expenditure Content and Expenditure Liquidation Content must be “None”.

Note: User may select a value other than “None” for both Expenditure Content and Expenditure
Liquidation Content on the same report.

Downloads— Error M essage: “Report exceeds Microsoft Excel limit of 65536 rows.”

Explanation: The data being downloaded into an Excel worksheet exceeds the limit of 65,536 rows.
Try re-running the report with different selection parameters to reduce the number of rows of data so
that it will fit into an Excel worksheet.
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Glossary

Terms and Definitions

action view

Thisview displays alist of objects, aswell as a set of hyperlinks next to each object that designate each
available option (View, schedule, and so forth). With this view, there is no need to click an object name
first to see alist of available options.

Source: Crystal Enterprise Administrator’s Guide

acrobat reader control

Reports will be printed Adobe Acrobat format if this option is chosen by the user in the Crystal Report
Preferences. Reports on legal size paper will print on letter size paper.
Source: Crystal Enterprise Administrator’s Guide

active x printing control

A default printing control set in the Crystal Report Preferences. Thisisrequired in the user workstation
to print reports from Crystal Enterprise unless the user chooses the Acrobat Reader Printing Control.
User will need administrative rights to their workstation to download this control.

Source: Crystal Enterprise Administrator’s Guide

active x viewer

TheActive X viewer is aclient-side viewer, which is downloaded and installed in the user’s browser. It
isone of the default Crystal Reports Viewers found in the Crystal Enterprise web desktop. The Active
X viewer is downloaded the first time a user requests a report, and then remains installed on the user’s
machine. Thisis not one of the supported viewer by OFM’s Enterprise Reporting Application.

Source: Crystal Enterprise Administrator’s Guide

AD authentication

AD (Active Directory) authentication is a Windows-specific authentication method that enables you to
use existing AD user accounts and groupsin Crystal Enterprise. When you map AD accounts to Crystal
Enterprise users are able to log on to the Crystal Enterprise web desktop and other Crystal Enterprise
applications with their AD user name and password. This eliminates the need to recreate individual user
and group accounts within Crystal Enterprise.

Source: Crystal Enterprise Administrator’s Guide

«101-



Enterprise Reporting

State of Washington — Office of Financial Management

allotment content

A report parameter filter that refers to the general ledger codes included in the allotment reports under
the Financial Report Folder. Options are;

Approved (GL 0621,6210,0110)
Adjusted (GL 0622,0623,0111)

Source: Office of Financial Management

authentication

Authentication is the process of verifying the identity of a user who attempts to access the system.
Authorization is the process of verifying that the user has been granted sufficient right to perform the
requested action upon the specified object.

Source: Crystal Enterpirse Administrator’s Guide

cost allocation funding type (CAFT)

The cost alocation funding type is aone digit alphafield that identifies the funding type that the
expenditure is being charged to through the cost allocation process. Currently, there are five distinct
funding types used by DSHS in the Financial Report Folder:

F = Federal
S= State
L = Local (not currently used)

N = Reversal (used to reverse the origina transaction after it has been cost allocated to avoid
double-counting the transaction)

~ = Original transaction (considered “blank” for reporting purposes)
Source: DSHS Cost Allocation Plan Definitions

crystal offline viewer

New type of viewer that is outside CE10 application. Users must download viewer fileto their
workstation. Thisisthe only viewer that has the Select Expert function that was available in Seagate
Info 7.5 ActiveX Viewer. It aso contains new functions such as Sort Order and Top N Expert. Users
will need to have administrative rights to their workstation to download the viewer. Two issues to note:

a. It cannot be used on workstations with Windows 98 or lower operating systems.
b. User cannot export report with the viewer. Issue has been reported to vendor for resolution.
Source: Crystal Enterprise Administrator’s Guide

crystal reports

The Enterprise Reporting application uses Crystal Reports to produce financial reports. Crystal Reports
software is owned by Business Objects, previously known as Crystal Decisions.
Source: Office of Financial Management
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DHTML viewer

The DHTML viewer is azero-client viewer, which is accessed using aweb browser that supports
Dynamic HTML. It isone of the default Crystal Reports Viewers found in the Crystal Enterprise web
desktop.

Source: Crystal Enterprise Administrator’s Guide

dimension
In terms of data, adimension isahierarchical coding structure. Datain AFRS organized along a
number of dimensions. For example, “Object” has three levels: Object, Sub Object, and Sub Sub
Object, and “Time" has three levels. Biennium, Fiscal Year, and Month. Reports are usually organized

and sub-totaled along various dimensions.
Source: Office of Financial Management

dimensions and levels used in the Financial Report Folder in Enterprise Reporting.
Agency: Agency, Sub Agency
Appropriation: Appropriation Code, Appropriation Index, Appropriation Type
Fund: Fund
Object: Object, Sub Object, Sub Sub Object
Organization Index: Organization |ndex
Organization: Division, Branch, Section, Unit, Cost Center
Program: Program, Sub Program, Activity, Sub Activity, Task
Program Index: Program Index
Project: Project Type, Project, Sub Project, Project Phase
Source: Major Source, Source, Sub Source
Time: Biennium, Fiscal Year, Month

Source: Office of Financial Management

drill-down

An interactive feature allowing users to drill-down into summary numbersto finer levels of detail that
make up the summary.
Source: Office of Financial Management

enterprise authentication

Enterprise authentication is the default authentication method used by Crystal Enterprise. You can
create distinct accounts and groups for use with Crystal Enterprise.
Source: Crystal Enterprise Administrator’s Guide
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estimated revenue content

A report parameter filter that refers to the general ledger codes that are included in the revenue reports
under the Financial Report Folder. Options are:

Approved (GL 3110)
Adjusted (GL 0311)

Source: Office of Financial Management

expenditure content

A report parameter filter that refers to the general ledger codes that are included in the Expenditure
report under the Financial Report Folder. Options are:

Cash (GL 6510)

Actual Accruals (GL 6505)
Cost of Goods Sold (GL 6516)
Estimated Accruas (GL 6560)
Encumbrances (GL 6410)

And the various combinations of these expenditure general ledgers.

Source: Office of Financial Management

expenditure liquidation content

A report parameter filter that refersto the general ledger codes that are included in the Expenditure
reports under the Financial Report Folder. This filter allows the user to select expenditure liquidations
for the current fiscal period and two prior fiscal years. This content is currently applicable for DSHS
only.

Source: Office of Financial Management

FASTRACK (Financial Reports)

A financial reporting system that provides an alternative to a mgjority of AFRS reports. FASTRACK
presents financial information over the state intranet or Internet right to the desktop. All reportsin
FASTRACK are now grouped under the Financial Report Folder with the Crystal Enterprise 10
upgrade.

Source: Office of Financial Management (OFM) Web site

financial canned reports

Canned reports provide the user with set groupings, sections and subtotaling for their reporting needs.
Source: Office of Financial Management

financial flexiblereports

Flexible reports allow the user to select the groupings, sections and subtotals for diversified reporting
needs.

Source: Office of Financial Management
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A visud tool used in Crystal Enterprise to organize a set of reports. Under Crystal Enterprise 10, all
previous FASTRACK Reports are grouped under the Financial Report Folder. There are multiple report
categories or sub folders under the Financial Report Folder. As new business functions are introduced
with this new Enterprise Reporting Application, a new report folder will be established.

Source: Office of Financial Management

folder structure

Folders provide you with the ability to organize and facilitate content administration. They are useful
when there are a number of reports that users require frequent access to. Object rights and limits are set
once, at the folder level, rather than setting them for each report or object within the folder.

Home — Contains all major reporting folders for various business functions or applications
such as Financial Reports (All FASTRACK reports, Travel, Financial Toolbox, €etc.)

Favorites— Users may pick and choose one or more reports from the various report folders
and create a short cut in their own Favorites folder. Users may also create subfolders within
the Favorites folder.

Source: Crystal Enterprise Administrator’s Guide

function content

An identifier for program to define whether it is operating (10), capital (20), or non-budgeted (70).
Source: Office of Financial Management

instance

In Crystal Enterprise, an instance isasingle result from running ajob (or report). Each instance may
have different data, depending on when the job was run and the parameters entered. Crystal Enterprise
makes these instances available to everyone that has rights to the report. Users may view instances of
scheduled or previously run reports instead of running jobs again to keep from unduly tying up the
network.

Source: Crystal Enterprise Administrator’s Guide

instance count

A number displayed below the report title reflecting al instances of report object, not specific to user
logonid.
Source: Crystal Enterprise Administrator’s Guide

java viewer

jobs

The Java viewer is a client-side viewer, which is downloaded and installed in the users’ browser. It is
one of the Crystal Report Viewersin the Crystal Enterprise but is not supported by OFM’s Enterprise
Reporting Application at thistime.

Source: Crystal Enterprise Administrator’s Guide

In Crystal Enterprise, ajob refersto areport that has been scheduled to run.
Source: Crystal Enterprise Administrator’s Guide
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list view
Thisview shows alist of object names only. To perform any functions on an object (view, schedule,

and so forth), you must click the object name and choose an option from the pop-up menu.
Source: Crystal Enterprise Administrator’s Guide

operational reports, CAS

Reports that are produced during the plan build process of cost alocation as well asthe final reports of
the automated cost allocation plan. These reports show the plan table data and their inter-relationships
aswell asthe federal and state percentages for each cost objective. This set of reportsis under the
Financial Report Folder and is currently only applicable for DSHS.

Source: DSHS Cost Allocation Plan Definition

organize

The Organize feature in Crystal Enterprise enables usersto create a short cut from the original reports,
placing their frequently used reports in their own Favorites folder and scheduling reports from there.
Source: Crystal Enterprise Administrator’s Guide

parameters

A parameter is afilter users can apply when they schedule areport to limit the data on the report. For
instance, Fiscal Month is acommon parameter. Users can choose a specific fiscal month with other
account code parameters and that instance of the report will return data focused on the selections.
Source: Office of Financial Management

pertaining indicator
A code built into the system to assist the user in selecting the correct financial data for reports
providing the means to summarize data for a particular period of time. Transaction pertaining indicators
are assigned based upon general ledger code and appropriation index characteristics and should be
attached to each record. This code is currently only applicable for DSHS Financial Reports.

Source: Department of Social and Health Services

preferences

Users have the ability to customize certain settings displayed on the screen viatwo types of
preferences:

general preferences— Foldersto be displayed at initial login, to hide or show folders on the
top menu, different layouts for viewing objects on desktop, including ability to specify number
of objects displayed per page and fields to be displayed for each object.

crystal report preferences— Specify how to display reportsin browser window — single
versus multiple windows, type of viewer, and the preferred measuring units for report page
layout.

Source: Crystal Enterprise Administrator’s Guide

properties
In Crystal Enterprise, properties consist of the report title, status, message, the start and end time the
report ran, rights and limits, and various other settings. Users can see properties related to each instance

through the Crystal Enterprise Reporting application.
Source: Crystal Enterprise Administrator’s Guide
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refresh

The “Refresh” command on the Crystal Enterprise menu bar updates the display and shows current
status for al instances.
Source: Crystal Enterprise Administrator’s Guide

report

A report is an organized presentation of data. Crystal Enterprise presents reports to the users over the
Web.
Source: Crystal Enterprise Administrator’s Guide

report instance (seeinstance)

report object

A report object is a specific report that can be scheduled and viewed in Crystal Enterprise.
Source: Crystal Enterprise Administrator’s Guide

reschedule

Reschedule is a customized feature allowing the users to select an existing instance, in any status,
modify the parameters and reschedul e the report with the latest selections.
Source: Office of Financial Management

revenue content

A report parameter filter in the Revenue reports category under the Financial Report Folder. Options
are:

Cash (GL 3210)

Actual Accruals (GL 3205)

Priod Period Adjustment (GL 3215)
Estimated Accruals (GL 3260)

And the various combination of these revenue general ledgers.
Source: Office of Financial Management

revenue liquidation content

A report parameter filter that refers to the general ledger codes that are included in the Revenue reports
under the Financial Report Folder.

Revenue Liquidations (GL 0139)
Source: Department of Social and Health Services

schedule

The " Schedule” function on the Crystal Enterprise allows users to schedule a report to run. The
Schedule window has several parameters that the user can set prior to submitting the report for
processing.

Source: Office of Financial Management
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status
The Crystal Enteprise application shows the status of a report instance. Statuses are:

Pending: Thejob iswaiting to run;

Running: Thejob is running on the server;
Success. The job completed processing;
Failed: Thejob did not complete successfully;

Recurring: The job was scheduled as a recurring report using the date and time selected by
the user; and

Paused: The job was paused after it was scheduled on arecurring basis.
Source: Crystal Enterprise Administrator’s Guide

thumbnail view

This view shows a small generic thumbnail next to each report title.
Source: Crystal Enterprise Administrator’s Guide
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Acronyms and Abbreviations for Report Data Fields

Accr

Accrual(s)
Act

Actual
Al

Appropriation Index
Alloc

Allocation(s)
B#

Batch Number
BT

Batch Type
Bien

Biennium
BTD

Biennium To Date
BU

Budget Unit
CAFT

Cost Allocation Funding Type
cobj

cost objective
Cur Doc No

Current Document Number
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Encum
Encumbrance

Estim
Estimated

Fd
Fund

FM
Fiscal Month

FTE
Full-Time Equivalent

Fy1

Fiscal Year 1
FY1TD

Fiscal Year 1 To Date
FY2

Fiscal Year 2
FY2TD

Fiscal Year 2 To Date
FYTD

Fiscal Year To Date
MOS

Months Of Service
OBJ

Object
Ol

Organizational Index
Ph

Project phase
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Pl

Program Index
Proj

Project
Ref Doc No

Reference Document Number
SO

Sub Object
SP

Sub Project
TC

Transaction Code

User’s Guide
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